DOCUMENT RESUME 



ED 442 432 



HE 033 030 



PUB DATE 
NOTE 

AVAILABLE FROM 



PUB TYPE 
EDRS PRICE 
DESCRIPTORS 



TITLE 

INSTITUTION 



IDENTIFIERS 



EDExpress Pell Training, 2000-2001. 

Department of Education, Washington, DC. Student Financial' 
Assistance . 

2000 - 00-00 
3 83p . 

ED Pubs, P.O. Box 1398, Jessup, MD 20794-1398. Tel: 
877-433-7827 (Toll Free) . 

Guides - Non-Classroom (055) 

MF01/PC16 Plus Postage. 

*Educational Finance; *Financial Aid Applicants; Higher 
Education; Need Analysis (Student Financial Aid) ; *Paying 
for College; *Student Financial Aid; Student Financial Aid 
Officers 

*Pell Grant Program 



o 



ABSTRACT 



This training manual is intended for higher education 



institutions that process Federal Pell Grants under a new system called the 
recipient financial management system (RFMS) . The RFMS system is part of the 
electronic data exchange process which allows schools to send and receive 
Title IV student financial aid application data to and from the Department of 
Education. The manual is organized in six units: Unit 1 is an overview and 
introduction to the RFMS system. Unit 2 covers origination and explains how 
to enter, export, and import data both manually and electronically. Unit 3 
covers disbursement and provides lessons in handling multiple reporting 
records; creating, exporting and importing disbursement records; and creating 
special disbursement records. Unit 4 covers funding, and Unit 5 covers 
requesting data. Unit 6 is a review lesson on applying what has been learned. 
The three appendixes include charts of record layouts, a glossary, and 
answers to exercises. (CH) 
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Student Financial Assistance 

Training Satisfaction Survey 





hank you for taking a moment to answer the following auestions. We will use 
thisto^valuate ana improve our training and materials. Any information you 
provide is confidential. 



Course 



Date 



Location 

Trainer name(s) 



Your type of institution: □Public □Private □Proprietary 

Qj Undergraduate/Graduate Qj Clock Hour/Credit Hour 



Length of time in financial aid related responsibilities: (years/months) 



Please complete the following statements using the scale below: 



1 = Unacceptable 

2 = Poor/less than acceptable 

3 = Moderate/Acceptable 

4 = Good/More than acceptable 

5 = Outstanding/Much more than acceptable 
N/A = Not applicable/Unknown/No Comment 



GENERAL 



1. How well did this training meet your needs for improving your student aid operations? 

□ 1 □ 2 □ 3 □ 4 □ 5 □ N/A 

2. How well did this training meet the overall objectives stated at the beginning of the course? 

□ 1 □ 2 Q 3 Q 4 Q 5 Q N/A 




3. 



How well did the training announcement describe this training? 

□ 1 Q 2 Q 3 Q 4 Q 5 Q N/A 
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TRAINING MATERIALS 



4. How helpful were the case studies, charts and other graphic illustrations? 

□ 1 □ 2 Q 3 Q 4 Q 5 Q N/A 

5. Our goal is to provide accurate, clear and organized materials. How do you rate our materials? 

□ 1 Q 2 Q 3 Q 4 Q 5 Q N/A 



PRESENTATION 



6. Please rate the presentation and/or slide show for clarity and accuracy. 

O 1 O 2 Q 3 Q 4 Q 5 Q N/A 

7. Was enough time devoted to trainee questions and exercises? 

Q Yes Q No 

8. What suggestions do you have to improve the trainers’ presentation? 



TRAINING LOGISTICS AND MISCELLANEOUS 



9. What additional training would you like us to provide? 



10. What comments do you have about the workshop’s location and training room? 



ADDITIONAL COMMENTS AND SUGGESTIONS 



You can now provide your comments on this or any other training session on our Training 

cS2 n 2. ati ? n . page at www - ed. gov/offices/OP E/ announ ce/tmg/ or by sending us an e-mail at 
SFA_Traming@ed.gov 
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RFMS Overview 




T his introductory unit contains two lessons. The first lesson 
provides an overview of the Recipient Financial 
Management System. Details on how to use EDExpress to set up 
institutions are presented in Lesson 2. 
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Unit 1 — RFMS Overview 



Lesson 1 - Introduction to RFMS 

Objectives 

At the end of this lesson, you should be able to: 

1 ■ Understand the RFMS process. 

2 . Learn about good practices for setting up and implementing RFMS at your school. 

3 . Know available resources. 

[Slide 1-4] 



ERIC 



1-2 



Pell Training 2000 



What is RFMS? 

In the summer of 1999, the Department of Education (ED) implemented a new system to track 
Pell Grants called the Recipient Financial Management System, or RFMS. Offering newer 
technology and more efficient data tools, this system replaces the old Pell Grant Recipient 
Financial Management System, or PGRFMS. The new system: 

■ Takes advantage of the significant improvements to hardware and software made by 
schools in recent years (For more information, refer to Dear Colleague Letter GEN 97- 

11 ) 

■ Includes many features that members of the financial aid community requested, based 
on their experience with the old system 

■ Conforms to ED’s long-term vision for its student aid delivery system 

■ Moves the federal student aid programs closer toward common Title IV processes, 
records, and data standards 

The most important elements of RFMS are the data records and the underlying business 
process. Under RFMS, all institutions must submit an origination record and one or more 
disbursement records for each student who receives a Federal Pell Grant. Origination and 
disbursement records contain crucial information, such as data related to a student s 
eligibility for a Pell Grant and to his or her award amount and disbursement schedule. 
Under the new system the school must send both records for each student. 

Using these records, RFMS interfaces with the Grant Administration and Payment System 
(GAPS) to distribute Pell Grant funds to institutions. Most schools use the Advanced 
Funding method to receive their program funds. Some schools use the Just-in-Time 
Payment method. These funding methods will be discussed in more detail in Unit 4. 

[Slide 1-5] 
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Unit 1 — RFMS Overview 



The 6-Step EDE Process 

RFMS ^ or Electroruc Data Exchange (EDE). Using EDE, schools can send and 

receive Title IV student financial aid application data to and from the U S. Department of 
Mucation s (ED’s) data processors. Participants in EDE use the Student Aid Internet Gateway 
(SAIG) to exchange data with ED’s data processing service providers. 

As an EDE participant, you transmit data to the SAIQ where it is stored in a network mailbox 
Each of the data processing providers, such as RFMS, retrieve data from the mailboxes daily. 
Once the records are processed, they are placed back in the mailbox for you to retrieve. 

[Slide 1-6] 
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rFMS is data-driven. Schools use the Pell module of EDExpress or another software product 

to enter data, submit records, request reports, and manage their Pell Grant data. Regardless of 

whether your school uses EDExpress or other software, the process is based on EDE. the 

EDE process can be divided into the following six steps: 

1 . Enter Data-Creating and saving any type of record using the EDExpress software or your 
own data entry software. 

2. Export Data — Creating a batch of records using either EDExpress or other software. 

3. Transmit Data— Using Edconn 32 or other transmission software to access the SAIG and 
send the data to a mailbox. 

4. Process Data— The appropriate data provider processes the data and the processed infor- 
mation is returned to your mailbox. 

5. Receive Data— Using Edconn 32 or other transmission software to send an electromc 
request to the SAIG to receive processed data. 

6. Import Data— Importing records stored in batches on your PC into EDExpress or your 
own software package. 
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Unit 1 — RFMS Overview 



esson 1 



RFMS Data Flow 




The driving forces of RFMS are origination and disbursement records. Here, we can see an 
overview of the RFMS process and how the data flows. 



RFMS Funding Process 
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Unit 1 — RFMS Overview 





Let’s briefly walk through the RFMS process. It will be covered in much more detail in later 
sessions. 



1 First, you submit an origination record to RFMS for each potential Federal Pell Grant 
recipient. This origination record is used to verify student eligibility. It contains an estimated 
award amount and expected disbursement dates. The origination record can be sent as early 
as the spring before the award year for each Federal Pell Grant eligible student. 

2. RFMS edits the origination records to verify that the student is eligible for a Federal Pell 
Grant and that you’ve calculated the correct award amount. 

3 Within hours, you receive an acknowledgement record for each origination record you sent. 
The acknowledgement tells you whether the record was accepted or rejected. It also indi- 
cates whether the system made corrections to the data. 



4. You must transmit a disbursement record for each Pell Grant disbursement you make within 
30 days of the disbursement. The disbursement record is short and simple; it reports the 
actual disbursement amount and date of disbursement. An accepted origination record must 
be on file in order for the disbursement record to be accepted. You also have the option of 
sending the first disbursement record at the same time as you send in the origination record. 



5. RFMS edits the disbursement records and returns an acknowledgement record to you, just 
as it does for submitted origination records. 




RFMS offers schools various data reports that allow you to better manage the Pell Grant 
program at your institution. For example, when two separate institutions submit disbursement 
records for the sameiStudent, each school will automatically receive a Multiple Reporting 
Record (MRR), which will give you the information necessary to reconcile the situation and 
prevent potential overawards. You can also check to see what other institutions might have 
submitted an origination record for a student who has applied for a Pell Grant at your school. 
In addition, the Electronic Statement of Account and the Year-to-Date reports allow you to 
effectively manage your Pell data. 



Most schools will continue to receive funds using Advance funding. Under this method, an 
institution receives an initial authorization amount from which it may draw down funds from 
GAPS. RFMS continues to adjust the initial authorization amount during the award year 
based on the disbursement records transmitted by the school. 



A small number of schools have been using the Just-In-Time payment method, which was 
available for the first time in the 1999-2000 award year. This payment method, under which a 
school does not receive an initial authorization, will be discussed in more detail in Unit 4. 
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Implementation Planning 




RFMS was first introduced in the 1999-2000 award year. Now that you have had some 
experience with the new system, you and your colleagues in the financial aid office should 
think about how you can use information available from RFMS to your greatest advantage. 

While we have really only discussed disbursement and origination records here, additional 
reports are available from RFMS that make the business of managing your Pell Grants 
easier. Multiple Reporting Records, Electronic Statements of Account, and Year-to-Date 
statements are examples of such reports. In addition, RFMS processes your data much 
faster than PGRFMS did. This likely makes aid administration easier. As we learn more 
about the details of the system today, think about how you can use RFMS to improve 
your school’s aid processes. 



RFMS requires you to submit data differently than under PGRFMS, and if you are still 
integrating the new process into your financial aid office, you may want to consider how you 
processed Pell Grants m the past and how to continue changing your processes to take advan- 
tage of the new system. 



Processing Procedures 

Ask yourself how your school handled major Federal Pell Grant reporting functions under 
PGRFMS, such as: 



■ Reporting Federal Pell Grant payment records to ED 

■ Handling closeout, including receiving and reviewing the Student Payment Summary 

■ Dealing with overpayments 

Also, consider what changes have been required in your processing procedures over the last 
year, such as how your school: 

® Creates and submits origination and disbursement records 

■ Uses the Multiple Reporting Record 

■ Uses the Year-to-Date record 




As your office implements RFMS, you might consider developing a written processing sched- 
ule descnbmg when you submit each of the various records to RFMS. Also, you should 
determine whether RFMS affects your policy and procedures manual(s). 
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Computer System 



You should also determine how RFMS might change your computer needs by asking these 
questions: 



■ Do you currently use EDExpress? 



Might EDExpress be used in conjunction with school or servicer software? 

Will you use EDExpress to handle RFMS requirements? 

If not, how will you ensure that modifications are made to your systems to accommo- 
date RFMS requirements? 



Staffing 

You should consider how RFMS might affect office staffing. The answers to these questions 
may offer some guidance: 

■ How has RFMS affected the workload in your office? 

■ Has the change in processes left staff responsibilities unclear? 

■ What are your office training needs? 

■ How might the new system affect institutional staff outside of financial aid? 




Communication/Coordination 



The Federal Pell Grant program is very important to all participating institutions. You 
should consider the affect of RFMS on other offices at your schools. Consider the 
following questions: 



How does RFMS affect the business office? 



Have other offices been affected, or need to know about the changes you have made so 
far or may make this year? 

Should students be informed of the changes in the system? 



Resources 

Where can you learn more about RFMS, or ask for help if you have a question? 
The chart on the following page lists the available resources. 



[Slide 1-10] 



ell Training 2000 





1-9 








RFMS/EDExpress Resources 

• 1 


Help Desks 






1. Federal Pell Grant Hotline 


1 . Questions about RFMS 


1-800-474-7268 


2. CPS Customer Service 


2. Questions about installing and 
using EDExpress 


800/330-5947 

cps@ncs.com 


ListServe 






• SFATech 


Questions for your peers and the US 


Subscribe at: 


Department of Education about 
RFMS and EDExpress 


www.ed.gov/offices/OSFAP/sfatech 


Paper Resources 






1 . 2000-200 1 EDExpress Pell Desk 


1 . Step-by-step instructions for 


Distributed with version 6.2 of 


Reference 


using Pell EDExpress 


EDExpress 


2. 2000-2001 Pell Grant/RFMS Technical 


2. Record layouts and instructions 


Download from: 


Reference 


for programmers developing an 
interface to RFMS 


www. sfado wnload. ed. gov 




3. Description of most significant 


www.ifap.ed.gov 


3 . Changes to RFMS processing for 2000- 


RFMS processing changes for 


Select Current SFA Publications, then 


2001 


2000-2001- February 29, 2000 


Pell Grant (RFMS) Process 


4. Action Letter #8 January 2000 


4. Desciption of MRRs and the 
data request process 


www.ifap.ed.gov 

Select Current SFA Publications, then 
Pell Grant (RFMS) Process 
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Lesson 1 - Exercise 



Now let’s try an exercise to see how much you’ve learned about the RFMS process. 

Double click the icon on your desktop called “2000 EDExpress Training - Pell Puzzle.” Follow 
the directions. You’ll come to a screen with out-of-order pieces of the RFMS diagram we saw 
earlier. Your goal is to create a logical flow chart of the process by using your mouse to drag 
and drop the pieces of the puzzle. If you make a mistake, the puzzle piece returns to its starting 
position. If you are correct, the puzzle piece stays in place in its new position. Take a few 
minutes to work on this, and have fun! 
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Unit 1 — RFMS Overview 




Lesson 2 - EDExpress Setup 



Objectives 

At the end of this lesson, you should be able to: 

1 ■ Understand how to use EDExpress to set up a Pell institution for a reporting campus. 

2 . Understand how to use EDExpress to set up a Pell institution for an attending campus. 

3 . Define the various terms used for processing Pell Grant data. 

[Slide 1-12] 
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Windows NT Workstation 




Entering EDExpress 



Unit 1 — RFMS Overview 



Kiiiil! 



p© 



When you install EDExpress for Windows, icons are created for the 
main software, Query Help, Uninstall, Windows Help, and Getting 
Started. In Windows 95, Windows NT, and Windows 98, you can 
open the software from a program folder or shortcut. 



To open the EDExpress 
software , click Start . 

Select Programs . 

Select EDESuite. 

Click EDExpress for 
Windows 2000-2001 
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Lesson m 



Logging into EDExpress 



Type SYSADMIN in the 
user ID field. 

Type pell2000 in the 
Password field. 

Click OK. 



When you enter EDExpress for the first time, the default user ID and 
password is SYSADMIN. EDExpress then prompts you to change the 
default password by creating a new password. Within Setup, you can 
then establish additional passwords for your staff. 

For this training, we have already set up pell2000 as the password. 
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Pell Institution Setup 



Before you can add Federal Pell Grant records, you must first enter information about your 
school in EDExpress. Depending on the method you use to participate in the Federal Pell 
Grant Program, you need to provide information about your school and any corresponding 
branch campuses. 

Each student Federal Pell Grant record that you add to EDExpress is identified by both a 
reporting and an attended school code. When you enter information about your school you 
have the option of entering default data such as cost of attendance and enrollment status. This 
default data is added automatically to every student record, so you don’t have to enter it 
manually. However, if necessary, you can change default data on a student’s record. 

Reporting Campus 

The reporting campus is the Federal Pell Grant funded institution. You can enter any number 
of reporting campus default records and as many as ten attended campus default records for 
each reporting campus. The system saves these only as default values, and you can replace 
them, as needed, in the data entry screens. 

You must create a default institution before you can perform many of the software functions. 
You can enter as many as ten cost of attendance amounts for each campus. 

Attended Campus 

For independent campuses, this is the same as the reporting campus. For central administra- 
tive campuses and offices reporting for branch campuses with a unique Pell institution number, 
the attended campus is the campus the student actually attends. 

The attended campus ID must be a valid Pell institution number for a campus or location 
eligible to participate in the Federal Pell Grant Program, as shown on your current Program 
Participation Agreement for the Federal Student Financial Assistance Programs. 
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Reporting Campus Setup 



To add a Pell institution 
to EDExpress, select 
Tools from the menu 
bar. 

Click Setup/Pell/ 
Institution. 



We will now add a reporting campus to EDExpress. During the 
demonstration, we will discuss the fields used in the setup process. 
After we describe the process, you will complete the actual setup for 
the reporting campus. In this example, we will assume that our school 
uses two disbursements, and that all students will be enrolled full time 
and use Pell formula 1 . We will also assume that the attended campus 
is the same as the reporting campus. 

Reminder: Any values you establish in Setup only help minimize 
data entry in each record. They can be modified in the student’s 
record at any time. 
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I Lesson 2 



The first step is to identify the campus as reporting or attended. Since 
this is a first record, it will be a reporting campus. 



Reporting campus is 
the default selection, so 
click OK to continue. 
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Unit 1 — RFMS Overview 




Type the reporting 
campus Pell ID. In this 
example, type 011111. 



Since this is the reporting campus, the attended campus defaults to the 
same value. 



The name and address fields for the “assumed” institution are auto- 
matically filled with data from the EDExpress database. 



^ Note: For this training, we have already set up an "assumed” 
institution. You can only select school codes for institutions that 
already exist in the EDExpress database. Nearly every school is 
listed in the database. In the unlikely event that your school is 
not in the database, click Help on the menu bar, then select the 
"How Do I? ” option. Select the instructions for how to add a 
school to the database. 
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FAA Information 



Unit 1 — RFMS Overview 




Now we will review the rest of the fields on the Setup screen. 

Let’s start with the FAA Information box. This section is where you 
record the name, email address, and phone numbers of the contact 
person at the school. 



For this example, type 
M SMITH (for Name) 

msmith@sfa.edu (for 
Internet) 

999-999-9999 (for 
Telephone Number) 

Leave FAX Number 
blank. 
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Unit 1 — RFMS Overview 



BotiMi 



Default Institution 



For this example, place 
a checkmark in the 
Default Institution box. 



Next, place a checkmark in the Default Institution box, if you want 
the information about this school to automatically be placed on 
reports, screens, and records. 



Tip: Always mark this box, unless you are handling more than one 
school code. 
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Cost of Attendance 






You must enter one cost of attendance figure. You can enter up to ten. 
The cost of attendance is used with the EFC to determine the student’s 
scheduled Federal Pell Grant. For more information about the 
components used to calculate a student Pell cost, see Chapter 4 of The 
Federal Student Aid Handbook. 

Tip: Enter the most commonly used cost of attendance in this first 
field. The first cost defaults to every student's record. If necessary, 
you can select one of the other costs from the list that is displayed 
when you open the student's record. 

X Note: Fields in yellow/ are required. 



For this example , enter 
the following three cost 
of attendance figures in 
the first three positions: 

1 . 10000 

2 . 12000 

3. 14000 
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Enrollment Information 




For this example, enter 
1 (full-time) for 
enrollment status and 3 
(semester) for 
academic calendar 



The fields in this section are used to calculate the Pell Grant award. 
The possible entries for the first two fields follow: 



Enrollment Status 


1 = Full time 

2 - Three quarter time 

3 = Half-time 

4 = Less than half-time 

5 = Other 


Academic Calendar 


1 = Credit hour, non-standard terms 

2 = Quarter 

3 = Semester 

4 = Trimester 

5 = Clock hour 

6 = Credit hour without terms 



Tip: Press the FI key to get information about the possible values 



for each field. 
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The next three fields are also used in the calculation of the Pell Grant 
award. 

1 . Payment Methodology indicates which formula a school uses to 
calculate the award. 




2. Weeks in Program Academic Year is the number of weeks of 
instructional time in the program’s academic year. 

3. Hours/Credits in Program Academic Year is for students enrolled in 
a program that 

■ Measures progress in clock hours, 

■ Measures progress in credit hours but does not have terms, or 

■ Has a non-residential portion offered by correspondence and 
does not have terms. 

EDExpress edits your entry to make sure that the information in these 
fields is consistent with program regulations. The table on the 
following page defines each of the five payment methodologies and 
the acceptable values for the other fields. For example, only 2 
(quarter), 3 (semester) and 4 (trimester) are acceptable values for 
academic calendar if the payment methodology equals 1 . 



For this example, enter 
1 for payment 
methodology and leave 
weeks in program 
academic year and 
hours/credits in 
program academic year 
blank. 
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Credits/Hours in 
Program's Academic Year 



Weeks of instructional time in 
Program's Academic Year 



Payment 

Methodology 


Academic 

Calendar 


May be used in a program: 






1 


2= Quarter 
3= Semester 
4=Trimester 


b) That uses standard terms 

c) Which the fall through spring terms: 

i) equal or exceed 30 weeks of instructional 
time, or 

ii) equal or exceed the weeks in its academic 
year 

iii) if the program receives a waiver from ED 


Blank 


Blank 


2 


2= Quarter 
3= Semester 
4=Trimester 


a) That measures progress in credit hours 

b) That uses standard terms 

c) In which the fall through spring terms: 

i) are less than 30 weeks of instructional 
time, and 

ii) the program did not receive a waiver of 
the 30-week minimum from ED 


Valid 
value = 
30-78 


Blank 


3 


1= Credit hr 
2=Quarter 
3= Semester 
4=Trimester 


a) That measures progress in credit hours 

b) That uses terms (standard or nonstandard) 


Valid 
value = 
30-78 


Blank 


4 


5 = Clock hr 
6= Credit hr 
without terms 


a) That measures progress in clock hours 

b) That measures progress in credit hours but 
does not have terms 


Valid 
value = 
30-78 


Valid 
values 5- 
clock-hr = 
900-3120 
6-credit-hr 
without 
terms = 
24-100 


5 


1 = Credit hr 
2=Quarter 
3= Semester 
4=Trimester 
6=Credit hr 
without terms 


a) That is offered by correspondence 

b) That is a nonresidential portion of an 
eligible program 

c) That measures progress in credit hours 
(standard terms, nonstandard terms, or 
without terms) 


Valid 
value = 
30-78 


Valid 
values 5- 
clock-hr = 
900-3120 
6-credit-hr 
without 
terms = 
24-100 
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The fields in this section provide the RFMS more information about 
your school. The valid values for the first three fields follow: 



Institution Type 


1= Less than one year 

2 = One year but less than two years 

3 = Two years but less than three years 

4 = Three years but less than four years 

5 = Four years (baccalaureate degree only) 

6 = Five years or more 


Financial Control 


1 = Public 

2 = Private, nonprofit 

3 = Proprietary 


Institutional Disbursement Option 


1 = Advance Funding 

2 = Just in Time 

3 = Cash Monitoring Level 2/Reimbursement 



For this example, enter 
6 (five years or more) 
for institution type, 1 
(public) for financial 
control, and 1 (Advance 
funding) for institutional 
disbursement option . 




Cash Monitoring Level 2/Reimbursement is a new disbursement setup 
option for 2000-2001 . This option is used by Cash Monitoring Level 2 
schools who are on reimbursement. When you select this option, 
EDExpress requires that you use special disbursement records only. Cash 
Monitoring Level 1 schools should select option 1, Advance Funding. 
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For this example, enter 
08/28/2000 as the 
enrollment date and 2 
as the number of 
payment periods in the 
student's school year. 



Next, set the general enrollment date. This is the first date the student 
was enrolled in an eligible program for the school year. 

Reminder: The enrollment date defaults onto each student’s origi- 
nation record. It can be modified, as needed, on the individual 
record. 



Tip: Use the calendar button to enter the enrollment date. Use the 
arrow keys to scroll to the correct month and year. Double click on 
the correct day to select the date and close the calendar. 



Next, enter the number of payment periods in the student’s school 
year. 

Note: This field must have a value if you select Cash Monitoring 
Level 2/Reimbursement as the institutional disbursement option. 
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Click the Estimated Disbursement button to enter the dates you expect 
to make Pell Grant payments to students. 



In the 1999-2000 software, this button was called More Setup. It has 
been renamed and moved to the Miscellaneous Information section. 



For this example , enter 
09/01/2000 and 01/15/ 
2001 as estimated 
disbursement dates. 

Click OK to close the 
box . 
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Save the Setup 



Click the Save button. 
Click OK to confirm. 



The last step is to save the record. Click the Save button. 
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Unit 1 — RFMS Overview 



flisson 2 







Attended Campus 



Remember that the attended campus is the campus that the student 
actually attends. For many schools, the attended campus will be the 
same as the reporting campus. 

Offices reporting branch campuses with unique Pell institution 
numbers will need to set up a record for each attended campus. To 
create an attended campus record, click the add button. Enter the 
reporting campus ID. 



Click the Add button. 

Enter 011111 as the 
reporting campus Pell 

ID. 

Click the OK button. 
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Unit 1 — RFMS Overview 



Attended Campus 



For this example, enter 
011101 as the attended 
campus ID. 

Click Cancel, then No 
to exit the screen. 



A new institution set up screen appears with the reporting campus Pell 
ID displayed. Enter the 6-digit attended campus Pell ID. The name 
and address of the institution appears. 

Complete the rest of the screen using the same instructions you 
followed to set up a reporting campus record. Save the record. 
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Unit 1— RFMS Overview 




Lesson 2 Exercise 

Instructions 



[Slide 1-12] 



Use the steps outlined below and the following data to complete the setup for the reporting 
campus that we demonstrated in class: 




1 Step 


1 Action 


1 


To open EDExpress, click on the Start button on the main window. 
Select Programs/EDE Suite/EDExpress for Windows 2000-2001. 


2 


Enter sysadmin as the User ID, and pell2000 as the password. 


3 


Select Tools/Setup/Pell/Institution from the main menu. 


4 


Reporting Campus is the default selection. Click OK. 
The Pell Institution Setup screen is displayed. 


5 


Type the reporting campus Pell ID, which is 011111. 

The name and address fields for the institution automatically default from the 
EDExpress Institution database. 


6 


Complete the FAA Information section of the screen. Use the information 
provided below. 


7 


Verify the Institution Information, and 

Click on the Default Institution checkbox to indicate this is the default 
institution. 


8 


Complete the Cost of Attendance section of the screen using the values 
provided below. 


9 


Complete the Enrollment Information section of the screen using the values 
provided below. 


10 


Click on the Estimated Disbursements button. Enter the Estimated 
Disbursement Dates provided below. 

Click OK. 


11 


Complete the Miscellaneous Information section of the screen using the values 
provided below. 


12 


When all of the information is entered, click the Save icon to save the record. 



□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



Field Value Data: 



Pell ID Information 


Institution Information 


Reporting Campus: 011111 


Name: 


SFA University 


Attending Campus: 011111 


Address 1: 


123 Main Street 




City: 


Anytown 




State: 


VA 




Zip: 


22203 




Default Institution? Yes 
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Lesson 2 Exercise, continued 



Field Value Data, continued: 



FAA Information 

Name: M SMITH 

Internet: msmith@sfa.edu 

Telephone Number: 999-99-99999 


Misc Information 

Institution Type: 6 

Financial Control: 1 

Institutional Disbursement Option: 1 

Enrollment Date: 08/28/2000 

Number of Payment Periods 
in Student’s School: 2 

Estimated Disbursements: 09/01/2000 

01/15/2001 


Enrollment Information 


Cost of Attendance 


Enrollment Status: 1 


1: 10000 


Academic Calendar: 3 


2: 12000 


Payment Methodology: 1 


3: 14000 


Weeks in Program Academic Year: 




Hours/Credits in Program 




Academic Year: 





1 . Which cost of attendance figure will be automatically placed on each student’s record? 



2. How can you tell which fields require an entry? 



3. What is the primary purpose for Pell Institution setup? 
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Origination 

S chools must send an origination record to the RFMS for 
each student who receives a Federal Pell Grant. The 
origination record is used to verify the student’s eligibility. 
This unit describes the origination process and how to use 
EDExpress to create and submit origination records. 

[Slide 2-1] 





Lesson 1 - Origination Overview 




Objectives 

At the end of this lesson, you should be able to: 

1 ■ Understand why you need to send origination records. 

2 . Understand the origination process. 

3 . Know what data is needed on the origination record. 

4 . Know how the origination record is edited. 

[Slide 2-2] 
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Introduction 



Unit ,2 — Origination 



Lesson 1 1 



Origination establishes a record in RFMS for each potential Federal Pell Grant recipient at 
your school. You need to send one origination record for each student who will receive a 
disbursement. 

The student does not have to be enrolled at your school at the time you send an origination 
record. In fact, you can send origination records to RFMS before the award year begins. The 
only requirements are that you have received a valid Federal Pell Grant eligible ISIR or SAR 
and calculated a Federal Pell Grant award. 

No consequences result if you send an origination record for a student who does not eventually 
receive a Federal Pell Grant at your school. You don’t need to send a corrected record or 
inform RFMS that the student never came to your school. 

More than one school can submit an origination record for a student. However, RFMS only 
accepts one origination record from each school for each student. You can find out whether 
other schools have submitted an origination record for your student. We’ll cover that issue in 
Unit 5 when we discuss managing your data. 

Origination records must be sent before or at the same time as disbursement records. If RFMS 
receives a disbursement record for a student who does not have an accepted origination record 
on file, the disbursement record is rejected. Sending in origination records before disbursement 
records is to your advantage, since a rejected origination record leads to a rejected disburse- 
ment record if they are submitted at the same time. 

As you will see in this unit, origination records require you to transmit certain data to RFMS, 
such as information related to the student’s eligibility for a Pell Grant, award amounts, and 
expected disbursement dates. 

[Slide 2-3] 
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Origination Process 



Here you can see an overview of the origination process, which includes the following steps: 

1 . The process starts with you creating origination records. You have several options: 

■ You can use EDExpress. 

■ You can use another system provided by a software vendor or developed by your school 
using specifications provided by ED. 

■ You can use a combination of EDExpress and another system at your school. For 
example, if you have some of the information needed for the origination record on your 
mainframe system, you can import that information into EDExpress, and enter the 
remaining information in EDExpress. 

2. After you have created the records, EDExpress puts them together in a file and assigns it a 
file name. (File names, or message classes, will be discussed later in the unit.) In 
EDExpress, the process of batching records is called “exporting.” 

3. The file is transmitted to RFMS through the SAIG using Edconn 32. (Edconn 32 is PC 
software provided by the U.S. Department of Education.) 

You can submit unlimited transmissions. You decide on the best schedule for submitting 
origination data. Some schools submit weekly, others daily, or even multiple times per day. 

4. After RFMS receives the file it edits the records. 

5. An acknowledgement record is returned to you for each origination record you submitted. 

6. You import the acknowledgement records into EDExpress or another system on campus. 

[Slide 2-4] 





Receive Acknowledgment Record: 
PGOAOIOP 
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Origination Record 

The data that appears on the origination record can be found in the table on the following page. 
As the table indicates, some data is required and some are optional. EDExpress prompts you to 
provide all required data before it creates a record. If you are using alternative software 
products or systems, be sure that all required data is present before the origination record is 
transmitted to RFMS. 

Some of the key required data elements are listed here: 

■ The origination ID 

■ Student and school identifiers 

■ The award amount 

■ The components that are used to calculate the award amount, including EFC, cost-of- 
attendance, and enrollment status 

■ Verification status code 

■ Estimated disbursement dates. Note that the first date is required and that the remaining 
dates are optional. 

[Slide 2-5] 



The information on the origination record is for the entire year. The award amount, cost of 
attendance, and enrollment status are for the award year, not for individual payment periods. 

A few points about the award amounts that you report on the origination and disbursement 
records are worth noting. The award amount you report on the origination record is your 
estimate of that student’s funding needs. It doesn’t commit funds or have any effect on your 
authorization level. The award amount on the disbursement record, however, must be the 
actual amount that was disbursed to the student. 

The two amounts may or may not affect each other. If the amount actually disbursed to the 
student ends up being less than the award amount reported on the origination record, nothing 
happens, and you don’t need to submit a new origination record. We’ll see a different scenario 
in Unit 3. If the amount actually disbursed to the student is greater than the award amount you 
reported on the origination record, the disbursement record will be rejected. In that case, you 
must submit a corrected origination record. 

The origination record also asks for estimated disbursement dates. These dates are used by 
RFMS to estimate program-wide funding needs. There are no consequences if the dates you 
provide turn out to be incorrect. You will not need to update the origination record if it turns 
out you disburse on different dates. 
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Origination Record: Data Requirements 



Required 


Optional 


■ Origination ID 

■ Original SSN 

■ Original Name Code 

■ Attending Campus ID 

■ Origination Award Amount for 
Entire School Year 

■ Estimated Disbursement Date #1 

■ Enrollment Date 

■ Verification Status Code 

■ Transaction Number 

■ EFC 

■ Academic Calendar 

■ Payment Methodology 

■ Cost of Attendance 

■ Enrollment Status (Payment 
Methodology = 1,2,3, or 5) 

■ Weeks of instructional time used 
to calculate payment (Payment 
Methodology = 2,3,4, or 5) 

■ Weeks of instructional time in 
program’s definition of academic 
year (Payment Methodology = 
2,3, 4, or 5) 

■ Hours in all payment periods 
used 

to complete school year (Pay- 
ment 

Methodology = 4 or 5) 

■ Hours in program’s definition of 
school year (Payment Methodo- 
logy = 4 or 5) 


■ Institutional Cross-Reference 

■ Action Code 

■ Number of Payment Periods in 
Student’s School Year 

■ Estimated Disbursement Dates 
#2-# 15 

■ Low Tuition and Fees Code 

■ Incarcerated? 

■ Secondary EFC 

■ Secondary EFC Code 
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Unit 2 — Origination 




Acknowledgement Record 




For each origination record you submit, you receive an acknowledgement record. The 
acknowledgement record includes a code that specifies one of three actions: 



■ A: All data was accepted. No further action is required. 

■ C: RFMS corrected one or more data fields to be consistent with other data that you 
provided. You should review the record to make sure that no corrections are needed. 

■ E: Errors were made on one or more data fields and the record was rejected. You must 
make corrections before a disbursement record for this student can be accepted. 

All the data fields that you submitted on the origination record that were accepted are returned 
on the acknowledgment record unless a data field was changed by the RFMS. In that case, 
instead of what you originally reported, the changed value is on the record. A code for the 
reasons the record was rejected also appears on the acknowledgement record. The list of codes 
appears on the following page. 

[Slide 2-6] 



Editing 




Let’s spend some time looking at how RFMS edits origination records. If you use EDExpress, 
much of this editing takes place before you are allowed to save the origination record to your 
database. EDExpress is designed to ensure that as few origination records as possible are 
rejected by the RFMS. If you use a system other than EDExpress, you should make sure it 
uses edits to prevent your records from getting rejected. 

The major rejection reasons are listed here: 



First, the student needs to be an eligible Federal Pell Grant applicant. RFMS matches 
the origination record you sent with the Central Processing System (CPS) to see 
whether the student submitted a valid. Pell Grant eligible FAFSA. The student’s original 
SSN, name code, transaction number, and EFC on the origination record must match 
the data found on the student’s ISIR. 



■ All of the required fields must be present on the origination records. 

■ Each field must have a valid value within a specified range. For example, if the field 
calls for a numeric value and an alphabetic value is provided, the record will be re- 
jected. EDExpress ensures that only valid values are provided. 

■ The attended campus ID must be for a school that is participating in the Federal Pell 
Grant Program. 

[Slide 2-7] 
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Origination Record Edit Codes 



Edit Codes 


Message 


Type 


301 


Invalid Origination ID 


Rejected 


302 


Duplicate Origination 


Rejected 


303 


Invalid Original SSN/ 






Applicant not on Eligible Applicant File 


Rejected 


304 


Attending and Reporting/ 

Funded Campus Mismatch or Origination 
Identifier Pell ID Mismatch with 






Attending Campus Pell ID 


Rejected 


305 


Invalid Award Amount/Correction Applied 


Warning 


306 


Invalid Disbursement Date/Correction Applied 


Warning 


307 


Invalid Enrollment Date/Correction Applied 


Warning 


308 


Invalid Low Tuition and Fees Code/ 






Correction Applied 


Warning 


309 


Invalid Verification Code/Correction Applied 


Warning 


310 


Invalid Incarcerated Federal Pell Recipient Code/ 






Correction Applied 


Warning 


311 


Invalid Transaction Number 


Rejected 


312 


Invalid Expected Family Contribution 


Rejected 


313 


Invalid Secondary Expected Family Contribution/ 






Correction Applied 


Warning 


314 


Invalid Academic Calendar/Correction Applied 


Warning 


315 


Invalid Payment Methodology/Correction Applied 


Warning 


316 


Invalid Number of Payment 






Periods/Correction Applied 


Warning 


317 


Invalid Cost Of Attendance/Correction Applied 


Warning 


318 


Invalid Enrollment Status/Correction Applied 


Warning 


319 


Invalid Weeks of Instructional Time in Program’s 






Definition of Academic Year/Correction Applied 


Warning 


320 


Invalid Weeks of Instructional Time Used to 






Calculate Payment/Correction Applied 


Warning 


321 


Invalid Credit/Clock Hours in Program’s 






Definition of Academic Year/Correction Applied 


Warning 


322 


Invalid Credit/Clock Hours in all Payment Periods 
Expected to Complete this School 






Year/Correction Applied 


Warning 


323 


Origination 'Over Paid’ and Negative 






Disbursement Expected 


Warning 


324 


Invalid Secondary Expected Family Contribution 


Rejected 
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■ RFMS rejects duplicate records. A duplicate record is one in which the origination ID 
and all other data on the record match an origination record already on file. (We will 
discuss the origination ID in detail later in this unit.) 

Obviously, two origination records that are completely different are not duplicates and 
would not be rejected for that reason. Here are two cases, however, in which the distinc- 
tion is less clear: 

1) Origination records that are identical and submitted for the same student by 
different schools. If the attended campus IDs are different, the RFMS would 
accept both records. 

2) A second origination record submitted by the same school with the same 
origination ID but with other data that is different. This record would be 
considered a correction, not a duplicate, so the RFMS would accept it. 

[Slide 2-8] 

RFMS recalculates the award amount using data provided on the origination record, 
such as the EFC, cost of attendance, and enrollment status. If it recalculates an award 
amount different from what the school reported, one of two things happens: 

1) RFMS changes the award amount downward if it calculates an award less than 
what the school reports. For example, if the school reported an award amount of 
$800 and RFMS calculated $400, the acknowledgment record would be returned 
with an accepted award amount equal to $400 and an action code of C indicat- 
ing to the school that RFMS corrected data on the origination record. 

2) On the other hand, if RFMS calculates an award greater than what the school 
reported, RFMS does not change the award amount but notes in an edit flag that 
a discrepancy exists. For example, if the school reported $400 as the award 
amount and RFMS calculated $800, the reported amount of $400 would be 
accepted. The school would need to submit a new origination record if $800 is 
the correct award. 

[Slide 2-9] 
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Lesson 1 Exercise 

Complete the following true/false quiz to review what you have learned so far about origination. 



1 




True or False: 



You must have an accepted origination record on file at the RFMS for every student 
who receives a Federal Pell Grant. 



The student must be enrolled at your school before you can transmit an origination 
record. 



Your origination record will be rejected if another school has submitted an origina- 
tion record for the same student. 



You can send the origination record at the same time as the disbursement record. 



You are required to disburse Pell Grant funds to the student on the dates 
indicate on the origination record. 



you 




Your disbursement record will always be rejected if it reports a disbursement 
amount less than the award amount on the origination record. 



Your origination record will be rejected if the student did not submit a valid. Pell 
Grant-eligible FAFSA. 



You do need to notify RFMS if you submitted an origination record for a student 
and the student did not actually receive a Pell Grant. 



The RFMS will reject your origination record if it calculates an award amount 
higher than the one you reported. 



You are required to use EDExpress to create origination records. 



[Slide 2-10] 
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Lesson 2 - Enter Data Manually 

Objectives 

At the end of this lesson, you should be able to: 

1 ■ Identify the three methods for creating origination records. 
2 . Create an origination record manually. 

3 - Save a new record. 

4a Identify the components of the origination ID. 

[Slide 2-11] 
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Unit 2 — Origination 



psoit 2 



Creating Origination Records 



The three methods to creating origination records in EDExpress are: 

® Manual Entry. You enter the data needed to originate the student's record on a case- 
by-case basis. This is the most time-consuming method. You will want to use this 
method only if you do not have an ISIR in your database for a student. 

■ Import-ISIRs. You import data into the Pell module from the ISIRs that you have 
already imported into the App Express module of EDExpress. Note that importing 
ISIRs for the purpose of creating origination records is a two-step process. First, you 
import the ISIR file received from the CPS into the App Express module. From there, 
you can print ISIRS, make corrections, and so on. Then, you need to import the ISIRs 
from the App Express module into the Pell module. You have five options when import- 
ing ISIRs from App Express: 

1) Import New Eligible ISIRs — You can only import new eligible ISIRs from the last 
time you imported into Pell. 

2) Import Packaging Data — If you use the packaging module of EDExpress, you can 
import the Pell Grant award into Pell. 

3) Processed Date Range — Imports ISIRs processed during the date range you select. 

4) Selection Criteria — Predefined and user-defined queries allow you to select certain 
records to import - for example, records within a specified EFC range. You do not 
have to use a query to get to the Select Records list. 

5) Prompt for Duplicates 

B Import-External. You import data into the Pell module from another on-campus 
system. 

[Slide 2-12] 
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Creating a New Demographic Record 



We will first create an origination record manually. Manually creating 
an origination record involves two steps: 

1) Create and save a demographic record, then 

2) Create and save an origination record. 



To create a 
demographic record, 
select File/New from 
the menu bar. 

A box titled "New 
Student" prompts you to 
enter the student's 
SSN. 

Type the student's SSN 
and click OK. 

For this example, enter 
781-11-1111 for the 
SSN. 
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Enter the student's 
demographic 
information . In this 
example, enter JANE 
SMITH for the student's 
name . 

Click the diskette icon 
on the toolbar to save 
the demographic 
record. 

Click OK to indicate that 
the record is saved. 

Click the Pell Grant tab 
on the lower right 
comer of the screen to 
move to the Pell Grant 
origination screen. 



The demographic record screen is displayed. 



The demographic record in EDExpress stores all of the student’s 
demographic information, such as name, address, and phone number. 
You must enter information on this screen and save the demographic 
record before entering other financial aid information for the student. 






Note: If you have more than one transaction for a student, you may 
want to use the Transaction Paid On field. Enter the two-digit 
transaction number (for example, “02”) that you will use to pay Pell 
Grant funds to the student. 



^ Tip: Use the Tab key to move forward from field to field. Press the 
Shift key in combination with the Tab key to move in reverse from 
field to field. 
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Creating a New Origination Record 



The Pell Grant origination screen appears. All of the student's Pell 
Grant information is entered and displayed on this screen. 

A description of each data element appears in the four-page table that 
follows this page. 

Tip: Verify that the SSN and the name code match the SAR/ISIRyou 
are using. Incorrect SSN and name code entries will cause a rejec- 
tion at the RFMS. 



Click the + button on 
the toolbar to create an 
origination record. 

An " Add Record" box 
appears. 

Type the first two letters 
of the student's last 
name as the Name 
Code, then click OK. 

In this example, enter 
SM as the Name Code. 
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Field Name 


Field Description 


Valid Field Values 


| Display Onlv Reids: 


Original SSN 


Student’s Social Security Number 
from the original FAFSA. 


| Student’s Social Security Number. 


Original Name Code 


The first two characters of the 
student’s last name from the 
original FAFSA. 


I Use only uppercase letters (A-Z), 

| period (.), apostrophe ( # ), or dash 
! (-)• Can be blank. 


Total Payment Ceiling 


This is calculated from the 
payment schedule, EFC, payment 
methodology, and eligibility used 
from transfer and multiple 
institution origination records. 


| 00000 - 03300 


Scheduled Award 


The amount that would be paid to 
a full-time student for a lull 
academic year within this Pell 
Grant award year based on the 
EFC and COA. 


| See the Payment Schedule under 

j Toola/Browse/Global/Payment 
| Schedule. 

: 


Total of Disbursement 
Amounts 


The amount of total funds 
disbursed for this payment period. 


| Dollar amount of disbursements. 


Reporting Campus ID 


The Pell Institution number of the 
campus administering the Federal 
Pell Grant Program. 


| The Pell ID assigned to the 
| campus. This is a six-digit 
| number. 


Attended Campus ID 


The Pell ID of the attended 
campus. 


1 A valid Pell Institution number for 
| a campus or location eligible to 
I participate in the program. 


Orici nation Information: 


Origination ED 


Unique ID assigned by Pell when 
the record is created. 


23 characters long and is 
composed of the student’s SSN, 
name code, award year, attended 
campus Pell ID, and the 
origination sequence # assigned 
by EDExpress. 


Origination Status 


The current status of the 
origination record. 


A = Accepted 
B = Batched 
E = Error 
N = Not Ready 
R = Ready 
T = Transfer 


Origination Processed 
Date 


The date that RFMS accepted the 
student’s record. 


System generated. 


RFMS Status 


The current RFMS process status 
of the student’s record. 


A = Accepted 
C = Corrected 
E = Rejected 


Batch ID 


The number of the batch ID that 
contained the origination record. 


System generated. 
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Field Name 



Field Description, 



Valid Field Values 



Last Updated: 


I 


User 


The user who made the last 
update. 


System generated. 


Date 


The date the last update was 
made. 


System generated. 


time 


The time the last update was 
made. 


System generated. 


Record Source 


Displays how the student’s record 
was created. 


E = External import 
I = ISIR Originated 
M = Manually Originated 


Record 


The sequential number of this 
record in the database, along with 
the total number of records in its 
category. 


System generated. 


Updateable Fields: 


Transaction Number 


Identifies a valid Pell-eligible 
transaction used to calculate and 
disburse the student’s award. 


System generated. 


EFC 


The Estimated Family 
Contribution for the student that 
appears on the SAR or ISIR. It is 
used with the COA to determine 
the scheduled Federal Pell Grant. 


00000-03100 


Secondary EFC 


The student’s secondary EFC 
amount, found on the SAR or 
ISIR. 


00000-03100 


Secondary EFC Code 


Indicates whether the EFC or the 
Secondary EFC is represented. 


S = Award based on Secondary 
EFC 

O = Award previously based 
upon Secondary EFC. 

Blank = Award based on Primary 
EFC. 


Cost of Attendance 


A five-digit number used with the 
EFC, to determine the student’s 
scheduled Federal Pell Grant. 


00000-99999 only. This field 
cannot be blank. 


Academic Calendar 


Applies to the student’s 
educational program. Must be 
valid or system-accepted to 
process the record 


1 = Credit hour 

2 = Quarter 

3 = Semester 

4 = Trimester 

5 = Qock hour 

6 = Credit hour without terms 


Payment Methodology 


identifies which of the standard 
formulas are used to calculate 
student awards. 


Formula 1-5- For more 
information on formulas, see 
Chapter 4 of the Federal Student 
Financial Aid Handbook 2000- 
2001 
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Field Name 


Field Description 


Valid Field Values 


Updateable Reids: 

i 


Enrollment Status 


The student’s expected 
enrollment status for the award 
year. 


1 = Full time 

2 = Three-quarter time 

3 = Half- time 

4 = Less than half-time 

5 = Other 


Weeks of Instructional 
Time Used to Calculate 
Payment 


The number of weeks used to 
calculate payment for this 
payment period. 


| PM2 = Weeks of instructional 
j time in fall through spring terms, 
j PM3 = Weeks of instructional 
j time in all terms expected to 
complete this school year. 

PM4 = Weeks of instructional 
time for a full-time student to 
complete hours in program or 
hours in the academic years 
Payment Methodology. 

PM5B = Same as Payment 
Methodology 3- 


Weeks of Instructional 
Time in Program’s 
Academic Year 


The number of weeks of 
instructional time in the programs’ 
academic year. 


Blank = Schools using payment 
methodology 1. 

30-78 = All other payment 
methods. 


Credit/Clock Hours 
Expected to Complete 
This School Year 


The number of credits or clock 
hours the student is expected to 
complete during this payment 
period. 


Numeric value representing the 
number of credits or clock hours. 


Credit/Clock Hours in 
Program’s Academic 
Year 


The number of credits or clock 
hours in the program’s academic 
year definition. 


Numeric value representing the 
number of credits or clock hours. 


Origination Award 
Amount for Entire 
School Year 


The amount of the student’s Pell 
Grant award for the entire school 
year. Any increase to this figure 
must be submitted to RFMS. 


Full-time = Same as the 
Scheduled Federal Pell Grant. 

Half-time = From half-time 
disbursement schedule for this 
student’s EFC and COA. 

Three-quarter time = From three- 
quarter time disbursement 
schedule for this student’s EFC 
and COA. 

Other = Same as Scheduled 
Federal Pell Grant. 

Less than half-time = From less 
than l A time disbursement 
schedule for this student’s EFC 
and COA. 
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1 Field Name 


Field Description 


Valid Field Values 


1 Updateable Fields: 


Number of Payment 
Periods in Student’s 
school year 


The number of terms or payment 
periods in the student’s school 
year. For schools required to 
submit special disbursements, this 
field must have a valid value. 


Numeric value for the number of 
payment periods. 


Verification Status Code 


A code that best describes the 
method under which you made 
payment to the student, as 
described in the Verification 
Handbook . 


N = Not selected by CPS 
A = Accurate data 
W = Without documentation 
T = Tolerance 
C = Calculated 

R = Reprocessed. Invalid code 
unless the SAR/ISIR transaction 
number >01. 


Low Tuition & Fees 
Code 


For the low tuition to apply to 
your school, the tuition cost must 
fall into one of these ranges. If left 
blank, the low tuition does not 

a P.ply- 


1 = 0 

2 = 149 

3 = 150-199 


Enrollment Date 


The first date the student was 
enrolled in an eligible program for 
the school year. 

If the student enrolled in a 
crossover payment period before 
the first day of the Pell award year 
(July 1), but will be paid from 
2000-2001 funds, report the actual 
start date of the student’s classes 
for that payment period. 


Valid date format, MMDDYYYY 


Incarcerated? 


Used to determine if a student is 
incarcerated in a federal or state 
penal institution, since they are 
not eligible to receive Federal Pell 
Grants. 


Blank = Not incarcerated 

Y = Yes, the student is 
incarcerated in a federal or state 
penal facility and is otherwise not 
eligible to receive a Federal Pell 
Grant. 

N = No (or no longer) 
incarcerated, if the student was 
previously reported as 
incarcerated. 


Institutional Cross- 
reference 


Used to input any cross-reference 
information useful to the 
institution to identify student 
records internally. 


Any keyboard character (except 
the pipe symbol) or leave this field 
blank. 


Estimated Disbursement 
Dates 


The date an institution expects to 
make a disbursement to a student. 


Valid date format, MMDDYYYY. 
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Enter information about 
the student. In this 
example, enter 01 for 
the transaction number, 
0 for the EFC, 3300 for 
the award amount, and 
N (for not selected) as 
the verification code. 

Verify that the default 
information entered in 
Institution Setup is 
correct for this student 
and change as 
necessary. In this 
example, we have 
determined that all of 
the information is 
correct for the student. 



A partial origination record has been created. Note that all fields 
in yellow must contain data before a complete origination record 
can be saved. 

Many of the data fields are filled in automatically with the informa- 
tion you provided in Institution Setup, including cost of attendance, 
academic calendar, payment methodology, number of payment periods 
in student’s school year, enrollment date, and estimated disbursement 
dates. If this information is not correct for a particular student, 
change it on this screen. 

Four required fields need to be entered manually: transaction number, 
EFC, award amount for the entire school year and verification status 
code. 

^ Tip : Press the FI key to see the valid entries for a required field. 
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Save the record after entering the required information about the 
student. When you save, EDExpress makes sure that all of the 
required information is present and checks to ensure that the data is 
logical and consistent. 

Reminder: If you enter pennies on the Origination record \ RFMS 
will truncate them. 



Click the diskette icon 
on the toolbar to save 
the record. 

Click Yes to mark the 
record as being ready 
to send to the RFMS. 

Click OK to 
acknowledge that the 
record updates have 
been saved. 
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Origination Status and Record Source 

Note the origination status. When the record is saved, the origination status changes from “Not 
Ready” to “Ready,” meaning that the record has passed all edits and is ready to be batched for 
transmission to the RFMS. Use the origination status code to keep track of the status of the 
record. Other origination statuses are: 

■ Batched 

■ Accepted 

■ Error 

■ Transfer 



^^aIso note the Record Source. This indicates how the origination record was created. The 
values are: 

M = Manual 

I = ISIR Import 

P = ISIR Import with Packaging Data 
E = External Add 
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Origination ID 

Also note that an origination ID has been created for the record. This number will be used to 
track the student’s record in the RFMS. 

The ID has five components: 

■ The first nine digits are the student’s original SSN. 

■ Then come the first two letters of the student’s last name, known as the original name code. 

■ Next is the latter half of the award year, in this case 2001 for 2000-2001 . 

■ Then the Federal Pell Grant ID of the campus that the student is attending. 

■ The last two digits of the origination ID is a sequence number. For 2000-2001, this will 
always be “00.” This is a placeholder for future use. 
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Select File/Close from 
the menu bar to close 
the record. 



Also note that two amounts are calculated when the student’s origina- 
tion record is saved: 

■ Total Payment Ceiling 

■ Scheduled Award 

The Total Payment Ceiling is the maximum available award that a 
student can receive during a full academic year for a given enrollment 
status, EFC, and cost of attendance. This amount is also based on the 
payment methodology and amount paid to date. 

The Scheduled Award is the amount to be paid to a full-time student 
for a full academic year within the Pell Grant award year based upon 
the student’s EFC and cost of attendance. 
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Lesson 2 Exercise 



Scenario: 



You are a financial aid administrator at SFA University. George Jones, a new student atyour 
school, brings his SAR to you. You have not yet received his ISIR because he did not indicate 
SFA University on his FAFSA. However, you want to go ahead and create an origination 
record for him anyway. . > ' : 



George’s information follows: 



SSN: 

Transaction Number: 

EFC: 

Enrollment status: 

Origination Award Amount for 
Entire Year: 

Verification Status: 



891 - 11-1111 

01 

372 

Half-time 

1475 

N 




Instructions: 

1. Create and save an origination record for George Jones using the steps provided below. 

• . ’ " ’ *. * 

2. Answer the questions at the end of the exercise. V .' 



| Step 


Action 


1 


Select File/New from the menubar. 


2 


Type the SSN, then click OK. 

The demographic record is displayed. 


3 


Type the student’s last and first name. 


4 


Click the diskette icon to save the record. 


5 


Click OK. 


6 


Click on the Pell Grant tab to move to the Pell 
Grant origination screen. 


7 


Click on the + button on the toolbar to create 
a new record. 


8 


Type the student's name code and click OK. 


9 


Enter the student's information in the 
appropriate fields. 

Press Tab to move forward through the fields. 
Press Shift-Tab to move in reverse. 


10 


Click the diskette icon to save the record. 


11 


Click Yes to mark the record as ready for 
transmission. 


12 


Click OK to acknowledge that the record 
updates have been saved. 


13 


Select File/Close from the menu bar. 



□ 

□ 

□ 

□ 

□ 

□ f 

□ 

□ 

□ 

□ : 

□ 
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Lesson 2 Exercise , continued 



1 . What function key is used to see what data is acceptable for required fields? 



2. What numeric code is associated with half-time enrollment status? 



3. What is George Jones’ Total Payment Ceiling? 



4. What would George Jones’ Total Payment Ceiling be if he was attending full-time? 



5. Is George Jones’ record ready to be batched for transmission to the RFMS? 
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Lesson 3 - Enter Data Using ISIR Import 



Objectives 

At the end of this lesson, you should be able to: 

1 ■ Create origination records by importing ISIRs. 

2 . Identify the ways to select records to import. 
[Slide 2-15] 
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Importing ISIRs into App Express 

Data processed by the CPS is sent to you over the Student Aid 
Internet Gateway in the form of an ISIR. 

Importing data into the Pell module from ISIRs is a much less time- 
consuming method of creating origination records than manual entry. 

Remember: Importing Pell data is a two-step process. First, you 
import the ISIR file received from the CPS into the App Express 
module. Then, you import the ISIRs from the App Express module 
into the Pell module. 

The class file name and location are listed in the Import From field. 
The location is always: C:\IAM\DATA unless you defined it differ- 

Click File and select the ently when setting up your software. 

ISIR file to import. 

In this example , click 

SARA 0 1 0P. DA T. 

Click Open. 




Select File/Import from 
the menu bar. 

Click the App Express 
tab. 

The Import Type field 
allows you to choose 
exactly what type of 
ISIR data, you want to 
import. In this example, 
we have chosen to 
import ISIR Data - 
Automatic. 
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A batch report shows how many records were imported into the App 
Express module of EDExpress. If the record is already in the data- 
base, it is skipped during the import process. The report indicates the 
number of skipped records. 

Note: When you import a file , EDExpress renames the file so that 
BK are the last two characters in its name. This helps you identify 
the files that have been imported. For example , if you import a file 
called SARA01OP.DAT, EDExpress renames it SARA01BK.DAT. 



Click the Printer, File, or 
Screen button in the 
Report To: field to select 
an output destination 
for the edit report. In 
this example, we have 
selected Screen. 

Click OK to begin 
importing the records. 

A report shows how 
many records were 
imported. In this 
example, 15 records 
were imported. 

Click OK to continue. 
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Click the Close button 
on the toolbar to 
continue . 



The Import Records Edit Report appears. This report lists the SSNs 
of the records that were skipped or were in error. 



^ Tip : You can enlarge the report by clicking on it or by clicking on the 



Zoom In button on the toolbar. 
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Importing ISIRs into Pell 



Next, import the ISIRs in your App Express database into your Pell 
database. 



Select File/Import from 
the menu bar 

Click the Pell tab. 

Select Origination 
Data-ISIRs as the 
Import Type . 

Click Screen to send 
the edit report to the 
screen. 
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When loading the data to your existing student database, EDExpress 
checks for duplicates. Duplicate records are not loaded to the data- 
base. Mark the Prompt for Duplicates? box if you want to review 
each duplicate record before it is imported. 

EDExpress imports only one transaction per student per attended 
campus. If it finds more than one transaction, EDExpress either 
imports the transaction you specify or imports the highest transaction 
in your database that was not rejected by the CPS. You can specify a 
transaction to import in one of two ways: 

■ By entering the Transaction Paid On field on the student’s 
demographic record, or 

■ By specifying the transaction as the “active” transaction on the 
ISIR RVW tab. 
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EDExpress gives you several options for specifying which records to 

import into the Pell module: 

■ Import New Eligible ISIRs? Mark this box if you want to 
import only eligible ISIRs that are new since the last time you 
imported ISIRs into the Pell module. 

■ Import Packaging Data? Mark this box if you want to import 
records that have been packaged in EDExpress. The Pell amount 
awarded that you have established in the Packaging module is 
imported into the Pell module as the award amount for the entire 
school year. (We will explore this option later in this unit.) 

■ Processed Date Range. Use these fields to specify the records 
processed at the CPS during a certain time period. 

■ Selection Criteria. Click this button to view additional ways 
of specifying certain records to import. 



Click the Selection 
Criteria button. 

Click the ellipsis button 
to display a list of 
selection criteria. 

Note: an “ellipsis 
button" has three dots 
(...) on it. 
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A list of queries is 
displayed. 

In this example, we 
want to import only the 
records for students 
that have an EFC equal 
to zero . 

Select the query EFC = 
0 by clicking on its title . 

Click OK to continue . 
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Click OK on the 
Selection Critena box. 

Click OK on the Import 
box to begin the import 
process. 

Click OK on the In 
Progress box. 

The Import Edit Report 
appears showing the 
records that have been 
imported Cadded") to 
the Pell database. In 
this example , four 
records , all having 
EFCs equal to zero, 
were added. 

Click the Close button 
on the tool bar to 
continue. 
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Lesson 3 Exercise 



Scenario: 

You would like to originate Pell Grant awards for ISIRs you have just received that were not 
selected for verification. You do not want to originate the records that have been selected for 
verification until you have completed the verification process. 




Instructions: 

1 . Import all ISIR records that were not selected for verification into the Pell module. If 
necessary, use the step-by-step keystroke instructions below. 

2. Review the questions at the end of the exercise, and answer them as you proceed through the 
exercise. 



Step 


Action 


1 


Select File/Import from the menu bar. 


2 


Click the App Express tab. 


3 


Select ISIR Data - Automatic as the import type. 


4 


Click the File button, then click on SARA01OP.DAT. 


5 


Click Open. 


6 


Click Screen to route your edit report to the screen. 


7 


Click OK. Review the batch import statistics. 


8 


Click OK. Review the Import Edit Report. 


9 


Click the Qose button on the toolbar. 


10 


Select File/Import from the menu bar. 


11 


Click the Pell tab. 


12 


Select Origination Data - ISIRs as the import type. 


13 


Click Screen. 


14 


Click Selection Criteria. 


15 


Click the ellipsis button next to Query Title. 


16 


Click on Not Selected for Verification. 


17 


dick OK. 


18 


Click OK again. 


19 


Click OK to begin importing. 


20 


Review the batch import statistics, then click OK. 


21 


Review the Import Edit report, then click Close on the 
tool bar. 



□ 

□ 

□ 

□ 

□ 

□ 




□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 
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Lesson 3 Exercise, continued 



1. 



How many records did you receive from the CPS and import into the App Express module 
of EDExpress? 



2. How many records did you import into the Pell module? 



3. Are the records you imported into the Pell module ready to be batched for transmission to 
RFMS? 
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Lesson 4 - Enter Data Using Packaging Import 
and Multiple Entry 



Objectives 

At the end of this lesson, you should be able to: 

1 ■ Create origination records by importing from the Packaging database. 

2 m Update origination records using Multiple Entry. 

[Slide 2-17] 
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Packaging import 




As we have seen, you can create origination records by importing 
ISIRs received from the CPS. While this approach minimizes data 
entry, the origination records do not contain the award amount for the 
entire school year, a data element that is required before the record is 
ready to send to the RFMS. When importing ISIRs into Pell, you need 
to either open each record individually and add the award amount or 
use a feature called Multiple Entry, which we will describe later in 
this unit. 



The EDExpress Packaging module, however, does capture the Pell 
Grant award amount. Importing records from the Packaging module 
is an even more efficient way of creating origination records. 



NEW! 



ien importing from the Packaging module, or from an external 
system, you can set all imported records to “Ready” to be batched for 
transmission. This means that if all edits are passed, you do not need 
to review information on individual records before sending them to the 



RFMS. 



Select File/Import from 
the menubar. 

Click the Pell tab. 

Select Origination 
Data - ISIRs as the 
Import Type. 

Click Screen. 

Mark the Import 
Packaging Data? box. 

Mark the Include 
Records in Next Batch 
Transmission ? box to 
indicate that you want 
to flag all imported 
records as ready to be 
batched for 
transmission to the 
RFMS. 
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Type 7/18/2000 and 
7/18/2000 as the 
Processed Date Range. 



The Processed Date Range field is a useful way to limit the number of 
records that you import into the Pell module. 

In this example, we have selected all records processed at the CPS on 
a single, specific day. 
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In this example, the Import Edit Report shows that one record was 
imported into the Pell module. This record is ready to be batched for 
transmission to the RFMS. 



Click OK to begin the 
import process. 

Review the batch edit 
report and click OK. 

Click the Close button 
on the toolbar after 
reviewing the Import 
Edit Report. 
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Lesson 4 

Multiple Entry 



Select Process/ 
Multiple Entry/Pell 
from the menu bar. 



The Multiple Entry function can be used to add the same piece of 
information to many records at once For example, if you have 50 
records with the same Pell Grant award amount, you can enter that 
amount on one screen for all 50, rather than opening and saving each 
individual record. 
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Mark the Select box next to the field or fields that you want to update. 
Then enter the value to apply to all selected records in your database. 



Mark the box to the /eff 
of Award Amount, and 
enter 3300 as the 
value. 

Mark the box to the /eff 
of Ready to Export, as 
well as the box to the 
right in the Value 
column. 

Click Screen as the 
report destination. 



I!!! 1011121 
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Click OK. Six records 
are displayed. 

Click Save to update 
the six records. 

Click Yes to confirm the 
save. 

Click Yes again to 
reconfirm. 



By clicking the Selection Criteria button in the lower right comer of 
the screen, you can select specific records to update. 

In this example, we think that all records in our database have an 
award amount of 3300. We do not need to use the selection criteria 
feature. 
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The Edit Report shows the total number of records that were updated 
or rejected. 

In this example, the award amount was updated on five of the six 
selected records. All five records are ready to be batched for transmis- 
sion to the RFMS. The sixth record was not updated. EDExpress 
checks to make sure that the award amount is consistent with the EFC 
and enrollment status. In this case, EDExpress noted that the sixth 
record was not eligible for a $3,300 award. 



Click the Close button 
on the toolbar. 
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Lesson 4 Exercise 



Scenario: 

After importing all of the ISIRs not selected for verification (completed as the Lesson 3 

exercise), you decide to update selected origination records with award amounts of $3,300. 

Instructions: 

1 . Use the Multiple Entry function to update the award amount to $3,300.00 on all origination 
records in your database that have an EFC = 0. Also, change the origination status of all 
records to “Ready” using the Multiple Entry function. If necessary, use the step-by-step 
instructions below. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Select Process/Multiple Entry/Pell from the 
menu bar. 


2 


Mark the Award Amount field, and enter 3300 
as the value. 


3 


Mark the Ready to Export field and the box in 
the value column. 


4 


Click Screen as the Report Destination. 


5 


Click the Selection Criteria button. 


6 


Click the ellipsis button next to the Query title. 


7 


Click on EFC = 0 and then click OK. 


8 


Click OK. 


9 


Click OK again. 


10 


Click Save, then click Yes twice to confirm. 


11 


Review the Edit report, then click the close 
button on the toolbar. 



□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 



1. How many records were successfully updated with an award amount of $3,300? 



2. Are these records ready to be batched for transmission to RFMS? 



[Slide 2-18] 




2-46 



83 



Pell Training 2000 



Lesson 5 - Export Data 



Objectives 

At the end of this lesson, you should be able to: 

1 ■ Export a batch of origination records. 

2. Identify the components of the batch ID. 

3> Identify the message classes associated with Pell origination records. 
4a Browse the batch activity database. 

5a Use the print function to print a list of entered origination records. 
[Slide 2-19] 
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Exporting Origination Records 



Click File/Export from 
the menu bar. 

Click the Pell tab. 



The export function creates a file containing all of the records in your 
database that have an origination status of “Ready.” The file is 
formatted for transmission to the CPS. 



Select Origination 
Data - RFMS as the 
export type. 

Click OK. 



Note: Exporting creates a file for transmission. Actually transmitting 
the file is a separate process. You must use Edconn32 to transmit the 
file through the network to the CPS. 
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Lesson 5 




A file with all origination records in your database with a “Ready” 
origination status has been created. 

The Export Statistics box displays the batch ID, total number of 
records exported, records processed, and the batch file name. 

We discuss batch IDs and file names on the following pages. 



Click OK to continue. 

At this point , you would 
use Edconn32 to 
transmit the file to 
RFMS. 
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Batch IDs 



Generally, when student records are exported or imported, EDExpress records the type of 
batch and provides certain information that will be useful in keeping track of exporting and 
importing activity. This information is stored in the Batch Activity Database. 

Batch IDs are used to track batches. The first letter in a batch ID identifies the type of data 
contained in the batch. In the example below, the letter “O” identifies this data as origination 
data. 

The first number in the batch ID refers to the last digit of the award year to which the batch 
applies. In this example, the number is “1” for 2000-2001. 

The next six digits are the school code for the attended institution assigned in Pell Institution 
Setup. Here, the school code is 01 1 1 1 1 . 

The next eight digits refer to the date (four-digit year, two-digit month and day) this batch was 
created. This batch was created on January 5, 2001. 

The last six digits refer to the time (hours, minutes, and seconds) the batch was created. This 
batch was created at 10: 15 and 39 seconds. 

[Slide 2-20] 
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EDExpress names the exported file in such a way that you can identify the type of data in the 
file. The file name is called a message class. The first four letters identify the type of data. In 
the example below, PGOR tells us that the file contains Pell Grant Origination Records. The 
second group of characters refers to the last two digits of the award cycle. In the example 
below, 01 stands for the 2000-2001 award cycle. The final two characters indicate input or 
output data. “IN” refers to what is sent into the RFMS by the school. “OP” indicates what the 
RFMS has sent to the school. 



PGOR 01 IN 

—f -t V- 1 

Type of Data Award Year Input or 

Output 



A listing of all of the Federal Pell Grant message classes for 2000-2001 and batch types 
follows: 





Message 


Batch 




Class 


Type 


Description 


PGEDOOIN 


1 


Institution Data Record 


PGIA00OP 


1 


Institution Data Acknowledgment Record 


PGRQ00IN 


R 


Data Request Record 


PGRA00OP 


R 


Data Request Acknowledgment Record 


PGOR00IN 


0 


Origination Record 


PGOAOOOP 


0 


Origination Acknowledgment Record 


PGDR00IN 


D 


Disbursement Record 


PGDA00OP 


D 


Disbursement Acknowledgment Record 


PGSP00IN 


S 


Special Disbursement Record 


PGSD00OP 


S 


Special Disbursement Acknowledgment Record 


PGAS00OP 


A 


Electronic Statement of Account Records 


PGEOOOOP 


N/A 


External Origination Add 


PGED00OP 


N/A 


External Disbursement Add 


PGMR00OP 


M 


Multiple Reporting Record 


PGYR00OP 


Y 


Year to Date Origination/Disbursement Records 


PGTX00OP 


N/A 


Department of Education Comments in ASCII 


[Slide 2-21] 
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Batch Activity Browse 



Select Tools/Browse/ 
Pell from the menu 
bar. 

Click the Batch Activity 
tab. 

Move the horizontal 
scroll bar to the right to 
see all of the data 
fields stored in the 
database. 

Click OK to exit the 
browse function. 



Each time you create an export or import file, or regenerate an 
existing batch, an entry is made in the Batch Activity database. The 
batch activity browse function helps you track the batches you have 
created and received, by allowing you to view the records in the Batch 
Activity database. 

Each row in the database represents a batch and includes information 
such as: 

■ Batch ID Number of records included 

■ Processed date 

■ File name 

■ User who created it 



:■ fd* V> p & © 54# §. 
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Print an Origination List 



While working with origination data, you may find you need to know 
which students are in your database or which students were included 
in a batch of exported origination records. EDExpress allows you to 
create lists of all or selected records in your database. 



Select File/Print from 
the menu bar. 

Click on the Pell tab. 

Select Origination List 
from the list of reports. 

Select Screen as the 
output destination. 
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Select Name as the sort 
order to print the 
origination list in 
alphabetical order by 
last name. 

Click Selection 
Criteria. 

Click the ellipsis button 
to specify a Query. 

Click on Origination 
Batch Number. 

Click OK. 



In the options portion of the screen, you can choose the sort order of 
the list. You can also choose to print a list of all or selected records in 
your database. 

EDExpress comes with a list of predefined queries that are commonly 
used for selecting groups of records, such as all records with a “C” 
code. You can also create your own queries for your specific needs. 

In this example, we have specified a list of all records in a batch. 



| 'a hi l ^s||§|§§ 






BO §3 



Query Grid 



M 



: 



TITLE 


iPARAMETER^l^Y. Pj+ 




ATTENDED CAMPUS PELL ID 


m 




C CODE 


p 




CURRENT SSN 


p 




DEPENDENCY STATUS 


p 




DISBURSEMENT BATCH NUMBER 


p 




EFC-0 


p 




ETC RANOE 


p 




INSTITUTIONAL CROSS REFERENCE 


p 




LAST NAME RANOE 


p 




ORIGINAL SSN 


P 


KllORIGINATlON BATCH NUMBER 1 






PAYMENT METHODOLOGY 


p 




PAYMENT PERIODS 


p 




REPORTING CAMPUS PELL ID 


p, -|: 




RFMS STATUS 


p 




SSN RANGE 


p 




VERIFICATION STATUS CODE 


p 




ZIP CODE RANGE 


p w 


M 1 < 1 Record 11 1* 1 N[ < [ 


BJggSllSir 



foil 



Cared 



i i 
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You must specify the value or values that EDExpress will use to 
select the data. 



Click OK. 

Click List Field Value 
to list all of the 
origination batches in 
your database. 

In this example, one 
batch ID is displayed. 

Click OK 
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Click OK. 

Your query has been 
defined. 

Click Close. 



In this example, all of the origination records in a specified origina- 
tion batch are selected. 
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Lessons 



All of the selected origination records are printed. Click OK to print the 

origination list. 

In this example, all origination records in the specified batch are 
printed in last name order. The following information is printed for 
each record: 

■ Student’ s full name 

■ Origination ID 

■ Transaction number 

■ EFC 

■ Award amount 

■ Scheduled award 

■ Origination status 

■ RFMS status 

■ Origination acceptance date 
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At the bottom of the screen are summary statistics, including the 
number of records on the list and the sum of all award amounts for 
the selected records. 



Note: All of the origination records on the list have an origination 
status of B for "Batched. ” That means that all the records on the list 
were batched (exported) from EDExpress. 

Note: No REMS status code is displayed, meaning that an 
aknowledgement from REMS has not been received and imported. 



|C; VT E MPSAR T 26 * \ J 



grot \ jjefe.Raggy [j~ | ; Zaamjn {irZdomflut 



Rport Date: 0B/27/2CD0 
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TWSS 
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# 


□c 


ATT AVWD 


STAT 


STAT 


mmMM. ftsw l. 
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01 


1030 
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B 
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OS 


0 
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B 
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01 


0 


$3300.00 $3300.00 


B 
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01 


0 
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0 


$3300.00 $3300.00 
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Unit 2 — Origination 



Lesson 5 Exercise 

Scenario: 

As you arrive at work this morning, you read an e-mail from your boss asking you to complete 
two tasks before noon. 

■ Export the origination records you have created so that your EDExpress administrator 
can transmit the file to the RFMS today. 

■ Provide your boss with a list of all origination records that have been created for 
independent students. 

Instructions: 

1 . Export all origination records and print an origination list, in origination ID order, 
containing only independent records. If necessary, use the step-by-step instructions below. 

2. Answer the questions at the end of the exercise. 

3. Refer to the origination status codes on page 2-21 if necessary. 



Step 


Action 


1 


Select File/Export from the menu bar. 


2 


Click the Pell tab. 


3 


Select Origination Data - RFMS as the export 
type. 


4 


Click OK. 


5 


Review the Export Statistics box. Click OK to 
continue. 


6 


Select File/Print from the menu bar. 


7 


Click the Pell tab. 


8 


Select Origination List. 


9 


Click Screen to route the listing to the screen. 


10 


Click Selection Criteria. 


II 


Click the ellipsis button. 


12 


Click Dependency Status, then click OK. 


13 


Click OK again. 


14 


Use the list in the Field Value column to select I, for 
Independents. 


15 


Click OK, then click Close. 

You have developed a query to select your 
independent students on the database. 


16 


Click OK to run the report. 


17 


Review the report, then click the Close button. 



□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 

□ 
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Lesson 5 Exercise, continued 




1 . How many origination records were in the batch that you exported? 



2. What was the message class of the batch that you exported? 



3. What was the origination status on the records you exported before you exported them? 



4. What was the origination status on the records you exported after you exported them? 



5. How many records for independent students are in your database? 



6. How many of the records for independent students have been exported? 
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Lesson 6 - Import Acknowledgement Records 

Objectives 

At the end of this lesson, you should be able to: 

1 ■ Import a batch of origination acknowledgement records. 

2 . Review and make changes to the acknowledged origination record. 

[Slide 2-23] 
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Importing Acknowledgement Records 



Select File/Import from 
the menu bar. 

Click the Pell tab. 

Select Origination 
Acknowledgement - 
RFMS as the import 
type. 

Click File to specify the 
file to import. 

Review the files in the 
identified directory and 
click on 

PGOA01OP.DAT 

Click Open to select the 
file and to return to the 
import screen. 

Click Screen as the 
report destination. 

Click OK to begin 
importing the 
acknowledgement 
records. 



As we learned in the first lesson, origination is a six-step process: 

1. Enter 4. Process 

2. Export 5. Receive 

3. Transmit 6. Import 

After you export the origination records, you use Edconn32 (trans- 
mission software) to access the Student Aid Internet Gateway and 
transmit the file to your mailbox. (Step 3) 

The RFMS retreives your origination records, processes them, and 
places an acknowledgement file in your mailbox. (Step 4) 

Using Edconn32, you send a request to the SAIG to receive the 
acknowledgement file. (Step 5) 

Steps 3 through 5 are standard across all electronic processes, 
whether you are sending applications, application corrections, or Pell 
Grant origination records. For that reason, we will not cover them in 
detail in this training workshop. 

Once you have received the acknowledgement file (Step 5) you need 
to import the acknowledgement records. 
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Lesson 6 




When the import is complete, a batch report displays statistics about 
imported data. The Import Edit report shows you which records were 
accepted or rejected by RFMS. The report also provides a summary 
of the disbursement amounts reported in the batch and the disburse- 
ment amounts accepted by RFMS. 

Note: The name of the imported file is changed from PGOAOIOP to 
PGOAOIBK so that you and EDExpress can distinguish it from other 
files that may not yet have been imported. 



Click OK to close the In 
Progress box . 

Review the Import Edit 
report, then click the 
Close button to 
continue. 



mmm 
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Review Records 




Select File/Open from 
the menu bar. 

Click the ellipsis button. 

Select a record by 
clicking its SSN. 

In this example, click 
the SSN for Paul 
Paulmer. 

Click OK. 

Click OK again. 

Click on the Pell Grant 
tab. 

The origination record 
is displayed. 



After importing an acknowledgement batch, you may want to go back 
and review individual origination records. 

Note that the origination status is “Accepted.” Also, the RFMS status 
is “Accepted.” This tells you that an acknowledgement record was 
imported, indicating that the RFMS accepted the origination record 
with no corrections. 

If the acknowledgement record indicated that RFMS accepted the 
record and made corrections, the values for the corrected fields are 
updated on the origination record, the comment codes on the 
acknowledgement indicate which fields were corrected. 
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Make Changes 



Mj^'oii. 6. 1 



You can update or modify the origination record at any time. Just add 
or type over existing data. Save the modified record, export it, and 
resend it to the RFMS. 






Note: When you make changes and save the new record [ the batch 
status changes from “ Accepted ” to “Ready. ” The modified record as 
included in the next origination export batch 



Change the enrollment 
status to 3 for half-time 
status. 

Change the award 
amount for entire award 
year to 1650. 

Click the diskette icon 
to save the record. 

Click Yes , then OK to 
confirm. 

Select File/Close from 
the menu bar to close 
the record. 
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Lesson 6 Exercise 



Scenario: 

One of your job responsibilities is to import and review all origination records received from 
the RF MS. Your processing schedule indicates that you import acknowledgements. 

Instructions: 

1 . Import the acknowledgement file that is in your C:\IAM\DATA folder. If necessary, use the 
step-by-step instructions below. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Select File/Import from the menu bar. 


2 


Click the Pell tab. 


3 


Select Origination Acknowledgement - RFMS as the import type 


4 


Click File. 


5 


Click on the PGOA01OP.DAT file, then click Open. 


6 


Select Screen, then OK. 


7 


Review the edit report box, then click OK. 


8 


Review the edit report, then click Close. 



1 . What was the message class that you imported? 



2. How many records were in the acknowledgement file? 



3. What was the total amount of the awards accepted by RFMS? 



4. Where in EDExpress could you find information about the batch you just imported and all 
other batches that you have imported and exported? 
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Disbursement 




chools are required to send a disbursement record to the 
RFMS for each Federal Pell Grant disbursement. 



The disbursement record reports the disbursement amount and 
date, and is used to adjust the school’s authorization level. This 
session describes the disbursement record process and how to use 
EDExpress to create and submit disbursement records. 

[Slide 3-1] 



O 

ERJC 



104 



Unit 3 — Disbursement 




Lesson 1 



Disbursement Overview 



Objectives 

At the end of this lesson, you should be able to: 

1 ■ Understand the process for creating and sending disbursement records. 

2. Know what data are included on the disbursement record. 

3. Understand how RFMS edits the records. 

4m Know about the special disbursement record. 

[Slide 3-2] 
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Introduction 
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You are required to report each Federal Pell Grant payment made to each eligible student. 
Most schools report payments using a disbursement record, which has only five data elements. 
Schools on Reimbursement and schools that have lost eligibility during the award year use the 
special disbursement record. This record reports award data by payment period and contains 
18 data elements. 






Note: For simplicity sake, when we refer to "disbursement record” in this lesson, we mean 
both "regular” disbursement records and special disbursement records. At the end of this 
lesson, we provide a separate discussion of the unique requirements of the special disburse- 
ment record. 



The disbursement record tells the RFMS how much you paid, or will pay, the student. It also 
informs RFMS when you disbursed, or will disburse, funds to the student. Unlike the award 
amount on the origination record, the amount on the disbursement record has a direct impact 
on your school’s Federal Pell Grant authorization level. The disbursement amount and date 
reported on the record must match your school’s records. 

[Slide 3-3] 



O 



Pel! Training 2000 



3-3 





Timing of Submissions 



As we mentioned in Unit 2, the RFMS must have an accepted origination record before it 
accepts the disbursement record. The origination and disbursement record can be transmitted 
at the same time, but if there’s a problem with the origination record, the disbursement record 
will be rejected. 

Schools using Advance Funding can submit disbursement records to the RFMS up to 30 
days before the actual disbursement to the student. However, schools may wish to wait 
until closer to, or after the disbursement date, because if a disbursement isn’t made the 
school will need to submit another disbursement record adjusting the payment amount. 
For schools participating in the Just-in-Time payment pilot, the disbursement record must 
be sent no earlier than five days prior to the disbursement. Disbursement records are also 
requests for funds under Just-in-Time. 

In all cases, a record that’s submitted too early will be rejected. Also, a school is required to 
submit the disbursement record no later than 30 days after making payment. 

EDExpress includes an edit that prevents the creation of a disbursement record more than 30 
days (for Advance Funding schools) and more than 5 days (for Just-in-Time schools) before 
the disbursement date reported on the record. 

[Slide 3-4, 3-5] 
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Disbursement Process 



Below is the overall 6-step disbursement record process. The process is very similar to the 
origination process: 

1) You start by creating disbursement records. You have the same options you have with 
origination records: You can use 1) EDExpress, 2) another system, or 3) a combination of 
another system and EDExpress. 

2) After you’ve created disbursement records, you export them into a message class called 
PGDROOIN. 

3) You send the file to REMS over the SAIG. 

4) After the RFMS receives the file it will edit the records. At the same time, RFMS will 
provide information to GAPS. The sum of the disbursement amounts on the records in the 
file you sent will be calculated, and your school’s authorization level will be adjusted 
accordingly. 

5) Each disbursement record received at RFMS generates an acknowledgement record that is 
placed in your school’s mailbox. 

6) You retrieve the acknowledgement file and import it into EDExpress or another system you 
are using at your campus to manage Pell Grant records. 

RFMS will place the acknowledgement file in your mailbox within hours of receiving the 
disbursement record. Since the school’s authorization level is adjusted as a result of the 
disbursement records, it will be able to draw down additional funds within one to two days 
after submitting accepted disbursement records and making disbursements to students. The 
RFMS goal is to process disbursement records and return acknowledgements within 6 to 8 
hours, and to have funds available to drawdown within 24 to 36 hours. 

Just as with the origination process, the disbursement record acknowledgement will have an 
action code: 

A — (Accepted) All data was accepted. 

C — (Corrected) RFMS changed the disbursement amount to be consistent with other 
data; the acknowledgement record contains the accepted value, not the reported 
value. 

E — (Rejected) Errors were made on one or more data fields and the record was 
rejected. You must make corrections. 

For a small number of students, you will receive two records in response to a disbursement 
record: 

■ An acknowledgement record, and 

■ A Multiple Reporting Record (MRR) 

An MRR alerts you that another school sent a disbursement record for the same student 
leading to a potential overpayment. We’ll discuss the MRR later in this session. 

[Slide 3-6] 
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The disbursement record is short and simple. The five fields follow: 

1. Origination ID identifies the student and the attending campus. 

2. Disbursement Reference Number is a number from 01 to 90 that is unique to the disburse- 
ment record. This number allows the system to distinguish one disbursement record from 
another for the same student. 

3. Disbursement Date is when the Federal Pell Grant is disbursed to the student. If this date is 
more than 30 days prior to the date when RFMS processes the record, a reject edit will be 
returned on the acknowledgement record. 

4. Disbursement Amount is the amount you will pay the student. It can be a positive or 
negative amount. 

5. Debit/Credit Flag tells the system whether the reported disbursement amount is a credit (a 
positive amount) or a debit (a negative amount). Note that the first disbursement record you 
send must be a positive amount. 

If you use EDExpress, you only need to enter two fields: disbursement date and disbursement 
amount. EDExpress automatically creates and places the other fields on the record. 

[Slide 3-7] 

Changing the Disbursement Amount 

What do we mean by credit and debit? 

You may need to update or correct the disbursement amount you reported on the disbursement 
record. 

Changes to the disbursement amount are reported by simply submitting a new disbursement 
record. RFMS will add (credit) or subtract (debit) the new amount, keeping a running total of 
the amount you disbursed to the student. For example, the student’s enrollment status might 
change after you send in the disbursement record and before the disbursement date. You must 
report to the RFMS the difference between what you actually disbursed and the amount you 
reported previously on a disbursement record. You report the difference by submitting a new 
disbursement record with a negative or positive disbursement amount. 
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Example - Changing the Disbursement Amount 




Monday 


Tuesday 


Wednesday 


Thursday 


Friday 


Saturday 


Sunday 


Sept 11 


Sept 12 


Sept 13 


Sept 14 


Sept 15 


Sept 16 


Sept 17 


First 






Receive 


Second 






Disbursement 






Notification 


Disbursement 






Record Sent 






that Student 


Record Sent 












Will Not 














Enroll 








Disbursement 








Disbursement 






Amount = 








Amount = 






$1,175 








$1,175 






Disbursement 








Debit/Credit Flag 






Date = 9/18/20 








= N (Negative) 






Debit/Credit 














Flag = 














P (Positive) 














Sept 18 


Sept 19 


Sept 20 


Sept 21 


Sept 22 


Sept 23 


Sept 24 
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Editing 

RFMS edits the disbursement record to ensure that logical, consistent, and complete informa- 
tion has been provided. If you use EDExpress, much of this editing will take place before you 
are allowed to save the disbursement record to your database. If you use another system 
besides EDExpress, you should make sure that it has edits in place to prevent your record from 
getting rejected. The major edits follow: 

■ First, you must have sent an origination record for the student that was accepted. When 
RFMS receives the disbursement record it will check to see if an accepted origination 
record is on file, or is with the same transmission from the school. 

■ RFMS won’t accept duplicate records. A duplicate record is one that has the same 
Origination ID and Disbursement Reference Number. EDExpress will prevent you 
from sending duplicate records. 

■ RFMS also edits the disbursement date: 

1) If the date is more than 10 days before the enrollment date on the origination record, 
the disbursement record will be rejected. 

2) If the date is more than 30 days after the date the disbursement record is processed, 
an acknowledgement record will be returned with a warning edit code. 

3) RFMS will not accept a disbursement record after September 30, 2000, unless the 
record has a negative disbursement amount, or your post-deadline processing 
request is approved by the Department. 

■ RFMS will reject the first disbursement record if the disbursement amount is negative. 



A 3 -digit edit code is returned on the acknowledgement record indicating the edit reason. A list 
and description of the codes is found on the table on the following page. 

[Slide 3-9] 
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Disbursement Record Edit Codes 






Edit Codes 


Message 


Type 


401 


Invalid Origination ID (not in Valid Format) 


Rejected 


402 


Origination ID does not Match on RFMS 


Rejected 


403 


Disbursement Reference Number not Valid 


Rejected 


404 


Debit/Credit Indicator Flag not Valid 


Rejected 


405 


Disbursement Amount not Valid 


Rejected 


406 


Disbursement Amount not in Range 


Warning 


407 


Disbursement Date not Valid Date Format 


Rejected 


408 


Disbursement Date not Valid for Processing Date or not in Valid Range 


Rejected 


409 


Institution Must Submit Special Disbursement 


Rejected 


410 


Potential Concurrent Enrollment-Multiple Reporting Sent Separately 


Warning 


41 1 


Potential Overaward Payment-Multiple Reporting Sent Separately 


Warning 


412 


Negative Disbursement cannot be Accepted without Previous Positive 
Disbursement 


Rejected 


413 


Insufficient Negative Disbursement Amount -Negative Disbursement 
Expected for Difference Amount 


Warning 


414 


Origination in “Over_Paid” Status-Positive Disbursement cannot be 
Accepted 


Rejected 


415 


Institution Status Indicates Institution Must Submit Special Disbursement 
Record 


Rejected 


416 


Negative Disbursement Adjusted to Reflect Accepted Previous 
Disbursement Balance 


Warning 


417 


Disbursement Submitted after End of Processing Year and Institution has 
not been Granted Administrative Relief 


Rejected 


418 


Origination Indicates Verification Status ‘W,’ Disbursement Adjusted to 
50% of Origination Award Amount 


Warning 


419 


Origination Indicates Verification Status ‘W,’ Maximum Allowable 
Disbursement for Student 50% of Award Amount 


Warning 


420 


Origination Indicates Verification Status ‘W,’ only one Disbursement 
Allowed 


Rejected 


421 


Disbursement Generated after Verification Deadline Date 


Rejected 



112 



°ell Training 2000 



3-9 





Adjusting the Disbursement Amount 

RFMS keeps a running total of the disbursement amounts submitted on disbursement records. 
Each time a disbursement record is received, the running total is compared with the accepted 
expected award amount on the origination record. If the amount on the disbursement record 
causes the total to exceed the accepted expected award amount, only the portion of the dis- 
bursement amount within the expected award amount will be accepted. 

Example - Adjusting the Disbursement Amount 



Date 


Student and School Action 


August 28, 2000 


Student plans to enroll half-time for both the fall and spring semester 
School submits origination record: 

Award amount = $1,650 
Enrollment status = 3 (half-time) 


September 15, 2000 


Student enrolls half-time in fall semester 

School submits disbursement record: 

Disbursement amount = $825 


January 21, 2001 


Student changes plans and enrolls full-time in spring semester 

School submits disbursement record: 

Disbursement amount = $ 1 ,650 

School receives acknowledgement record: 

Status = C (Corrected) 

Disbursement amount = $825 


January 22, 2001 


School submits origination record: 

Award amount = $2,475 
Enrollment status = 5 (Other) 

School submits disbursement record: 

Disbursement amount = $825 
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Updating the Verification Code 



RFMS also checks the verification status code submitted on the origination record when 
processing disbursement records. A school can’t make more than one disbursement for a 
student selected for verification until the student supplies documentation to verify or correct 
the application data. As long as the student’s verification status is “W” (for “without documen- 
tation”), RFMS will reject any disbursement submitted after the first disbursement, and will 
also correct the first disbursement if it’s for more than half the award amount. As soon as the 
school completes verification, it must submit an origination record with the revised verification 
status and also submit applicable disbursement records. 




An edit is applied in EDExpress that limits the disbursement amount to one half of the Total 
Payment Ceiling for the student if the verification status flag is W. 

[Slide 3-10] 

Example - Updating the Verification Code (School Does Not Use EDExpress) 



Date 


School Action 


July 20, 2000 


School submits origination record: 

Award amount = $1,850 
Verification status = W 


September 1 , 2000 


School submits disbursement record: 

Disbursement amount = $925 

School receives acknowledgement record: 

Status = A (Accepted) 


January 2, 2001 


School submits disbursement record: 

Disbursement amount = $925 

School receives acknowledgement record: 

Status = E (Rejected) 

Disbursement amount = $0 


January 3, 2000 


School submits origination record: 

Award amount = $1,850 
Verification status = A (Accurate) 

School submits disbursement record: 

Disbursement amount = $925 

School receives disbursement acknowledgement record: 

Status = A (Accepted) 

Disbursement amount = $925 
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Special Disbursement Records 



Schools that the Department places on either Reimbursement or Cash Monitoring funding 
methods are required to use special disbursement records when reporting payments for Pell 
recipients. Special disbursement records contain much more data than regular disbursement 
records. They will allow the RFMS to track the disbursement of Federal Pell Grants for each 
payment period. The process for creating and submitting the special disbursement record is the 
same as the regular disbursement record. The major difference is the additional data required 
on the special disbursement record. 

For each payment period, the special disbursement record contains the number (the payment 
period the record is referencing), the start and end dates, the total payment, and additional 
information that was used to calculate the payment amount such as enrollment status and cost 
of attendance. 

While only a small number of schools are required to use special disbursement records, other 
schools may use special disbursement records to track their Federal Pell Grant funding on a 
payment-period specific basis, if they wish to do so. This may help some schools that serve 
students at many different enrollment levels, such as those schools that enroll large numbers of 
part-time or evening students. 

[Slide 3-11] 
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[Slide 3-12] 



Instructions 

1 . Read the two scenarios and answer the questions that follow. 

2. Take the true/false quiz to review and reinforce what you have learned so far about dis- 
bursements. 



Scenario #1 

You are using a system — other than EDExpress — to create origination and disbursement 
records. You create an origination record for Jane Hughes showing an award amount of 
$1,850. You submit a disbursement record for the first payment period with a disbursement 
amount of $1,650. You submit a disbursement record the second payment period that also has 
an amount equal to $1,650. 

1 . What information will appear on the acknowledgement record for the first disbursement? 

Disbursement amount $ 

Action Code 

A = Accepted 
C = Corrected 
E = Rejected 




2. What information will appear on the acknowledgement record for the second disbursement? 



Disbursement amount 
Action Code 
A = Accepted 
C = Corrected 
E = Rejected 



$ 



Scenario #2 



During the summer of 2000, you submit an origination record for Jim Hogan showing an 
award amount for the full year of $2,350. The award amount assumes that Jim will attend full- 
time. In early September, you submit a disbursement record showing that you plan to make a 
payment to Jim of $783.33 on September 21 st , after the beginning of the first term. The 
disbursement amount assumes that Jim will enroll half-time. However, a week before the 
actual disbursement date, Jim changes his enrollment status to full-time. He now is entitled to 
only $391.67. You need to send another disbursement record to the RFMS reporting the 
change. 

1 . What information do you report on the disbursement record? 

Disbursement Amount $ 

Debit/Credit Indicator 

P = Positive 
N = Negative 




2 . 



Do you need to submit another origination record? 
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Lesson 1 - Exercise, continued 



True or False: 




You must report to the RFMS each Pell Grant disbursement made to each eligible 
student. 

Your school may submit special disbursement records even if it is not on the 
Reimbursement or Cash Monitoring funding methods. 

Under certain conditions, RFMS will accept a disbursement record before it has 
received and accepted an origination record. 

Schools under the Advance funding method are required to submit disbursement 
records within five days of making payment to the student. 

If you submit an origination record with a verification status equal to W, RFMS 
will not accept a second disbursement record for the student until you submit a new 
origination record indicating that you have received full documentation from the 
student and have completed verification. 



Activity 




For training purposes, we need to set the date on each PC to 08/30/2000 so that the system 
will accept any disbursements that we process. 

Complete the following steps to change the date on your computer: 



Step 


Action 


I 


Click on the Start button on the Windows Start up screen. 


2 


Select Settings. 


3 


Select Control Panel. 


4 


Double click on the Date/Time icon. 


5 


Select the month August from the drop down menu. 


6 


Click on the day, the 30 th , on the calendar. Leave the year at 2000. 


7. 


Click OK to process the date change. 



Tip: After changing the date, do not exit the software or you will be required to enter a 
special password (known only by CPS) when you try to re-enter the software. If you change 
the date back to the current date before exiting the software, no password is required upon 

re-entry. 
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Lesson 2 - Handling Multiple Reporting Records 



Objectives 



At the end of this lesson, you should be able to: 

1 ■ Understand when and how RF MS will inform you of a concurrent enrollment situation. 

2 m Understand when and how RFMS will inform you of a potential overpayment. 

3 . Interpret the record type codes on an MRR. 

[Slide 3-13] 
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Introduction 



What happens if more than one school submits disbursement records for the same student? 

RFMS edits disbursement records for two specific situations involving reported disbursements 
at two or more schools. The first is if the student is receiving payment for concurrent 
enrollment. The second is if the combination of payments at multiple schools would cause the 
student to receive more than a Scheduled Award. 

In both instances, RFMS informs all schools by automatically transmitting a Multiple 
Reporting Record, or MRR. The MRR identifies the student, providing the original SSN, 
name code, transaction number, and EFC. It also provides information about the other school, 
including the institution ID, financial aid administrator’s name, address, phone number, fax 
number, and email address. 

Concurrent Enrollment 

RFMS checks to see whether the enrollment date you reported on the origination record is 
more than 30 days before or after the enrollment date reported on an origination record 
submitted by another school. If the dates are within 30 days of each other, and the other school 
has an accepted disbursement for the student, the disbursement record is accepted and an MRR 
is automatically sent to each school. Each MRR contains a flag of CE for concurrent 
enrollment in the record type field. <■ 

[Slide 3-14] 



Example - Concurrent Enrollment 



Date 


School A 


School B 


July 20, 2000 


Submits origination record: 

Enrollment Date = August 16, 2000 




August 1 , 2000 




Submits origination record: 

Enrollment Date = September 7, 2000 


August 23, 2000 


Submits disbursement record 






Receives acknowledgement record: 

Status = A (Accepted) 




September 2, 2000 




Submits disbursement record: 






Receives acknowledgement record: 

Status = A (accepted) 

ED Use Rag = Concurrent Enrollment 




Receives MRR: 

Record Type = CE 


Receives MRR: 

Record Type = CE 
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Potential Overpayment 



RFMS also checks to see if the disbursement record causes a potential overpayment. The 
RFMS calculates the percentage of Federal Pell Grant eligibility used at each school submit- 
ting disbursement records for a student. The percentage of Federal Pell Grant eligibility used is 
equal to the disbursement amount divided by the scheduled award. (The scheduled award is the 
amount the student would receive attending full-year, full-time using the cost of attendance and 
EFC reported on the origination record.) There is a potential overpayment if the sum of 
eligibility used across all schools that the student has attended is greater than 100%. The last 
disbursement record (the one causing the potential overpayment) will have its disbursement 
amount reduced or rejected. The school that had its disbursement amount reduced or rejected 
will receive an MRR that shows which other schools made payments that prevented RFMS 
from accepting its disbursement amount. The other school or schools will receive an MRR 
showing that its payments have blocked another school from receiving payments. 

The “blocked” school, which had its student’s reported disbursement amount reduced, will 
receive an MRR record listing the school or schools that blocked it from receiving the funds. 
The MRR will contain a flag of PR in the record type field. The “blocker” school(s) will 
receive an MRR with the blocked school’s data. These MRRs will have a flag of PB. If a 
student should have both a potential concurrent enrollment and potential overpayment situa- 
tion, the MRR codes would be RC to the “blocked” school and BC to the “blocker” school(s). 

A potential overpayment situation can be resolved if the “blocker” school submits a disburse- 
ment record with a negative disbursement amount. RFMS will then send an MRR, having a 
record type flag of PU, to the previously “blocked” school. The now “unblocked” school must 
submit a new disbursement record to RFMS to receive credit for previously disallowed dis- 
bursement amounts; RFMS will not reprocess the previously blocked disbursement record. 

[Slide 3-15] 
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Example - Potential Overpayment 



Date 


School A 


School B 


July 20, 2000 


Submits origination record: 

Scheduled award = $2,850 
Enrollment date = September 15, 2000 

Receives acknowledgement record: 

Status = A (Accepted) 


Submits origination record: 

Scheduled award = $2,850 
Enrollment date = October 25, 2000 

Receives acknowledgement record: 

Status = A (Accepted) 


September 10, 2000 


Submits disbursement record: 

Disbursement amount = $ 1 ,425 

Receives acknowledgement record: 

Status = A (Accepted) 

Eligibility used = 50% 




October 15, 2000 




Submits disbursement record: 

Disbursement amount = $1,425 

Receives acknowledgement record 
Status = A (Accepted) 

Eligibility used = 100% 


December 27, 2000 


Submits disbursement record: 

Disbursement amount = $1,425 

Receives acknowledgement record: 

Status = C (corrected) 

Accepted disbursement = $0 

Receives MRR: 

Record Type = PR 


Receives MRR: 

Record Type = PB 


January 5, 2001 

| 


Receives MRR: 

Record Type = PU 


Submits disbursement record: 

Disbursement amount = $1,425 
Debit/Credit flag = N (Negative) 

Receives acknowledgement record: 

Status = A (Accepted) 

Eligibility used = 50% 


January 6, 2001 


Submits disbursement record: 

Disbursement amount = $1,425 

Receives acknowledgement record: 

Status = A (Accepted) 

Accepted disbursement = $0 
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Lesson 2 - Exercise [Slide 3-1 6 ] 

Instructions 

Read the two scenarios and answer the questions that follow. 

Scenario #1 

Eric Janies is enrolled in a clock hour program at Hogan Technical Institute. Hogan reports an enrollment 
date of August 30, 2000 on the origination record it submits for Eric. Eric is also enrolled part-time at 
Bay Community College. Bay submits an origination record showing a September 7, 2000 enrollment 
date. Both origination records show that Eric’s Scheduled Award is $3,300. Hogan Technical Institute 
transmits a disbursement record on August 23 rd - with a disbursement amount of $ 1 ,650. On September 
7 th , Bay Community College also submits a disbursement record with a disbursement amount of $1,650. 

1 . Will the disbursement amount on Hogan’s disbursement record be accepted by the RFMS? 

2. Will an MRR be sent to both schools after Hogan submits its disbursement record notifying them that 
Eric is concurrently enrolled? 

3. Will the disbursement amount on Bay’s disbursement record be accepted by the RFMS? 

4. Will an MRR be sent to both schools after Bay submits its disbursement record? If yes, what record 
type flag would appear on the MRR? 

Scenario #2 

Jamel Wilkins enrolls in Big State University for the fall term. Big State submits an origination record 
with an enrollment date of August 24, 2000 and an award amount of $3,300. On August 20, the financial 
aid office creates and submits a disbursement record for Jamel showing a disbursement amount of 
$1,650, or 50% of his scheduled award. 

For the spring, Jamel decides to continue full-time at Big State and enroll for two courses (as a half-time 
student) at Bay Community College. Bay submits an origination record for Jamel on December 20 
showing an enrollment date of January 15, 2000. They submit a disbursement record on January 10 with 
a disbursement amount of $825, or 25% of his scheduled award. Bay receives an acknowledgement 
record that indicates that the disbursement amount was accepted by RFMS. Big State submits a dis- 
bursement record for Jamel’s spring semester on January 20 with an award amount of $1,650. They 
receive an acknowledgement record indicating that a reduced disbursement amount was accepted. Both 
schools also receive an MRR at this time. 

1. Why wasn’t an MRR generated after Bay submitted its disbursement record? 

2. What disbursement amount was accepted on the disbursement record submitted by Big State Univer- 
sity on January 20 th ? 

3. What record type flag was on the MRR sent to Bay Community College? 

4. What record type flag was on the MRR sent to Big State University? 
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Unit 3 — Disbursement 



Lesson 3 - Creating Disbursement Records 
Objectives 




At the end of this lesson, you should be able to: 

1 ■ Enter a disbursement record manually. 

2> Create disbursement records using multiple entry. 
3a Browse the disbursement database. 

[Slide 3-17] 
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Unit 3 — Disbursement 



(IllflU 




You can create disbursement records in EDExpress using one of the 
following three methods: 

■ Manual entry 

■ Multiple entry 

■ Importing records from one of your school systems 

In this lesson, we will create a disbursement record manually for one 
of the origination records that we created, transmitted, and imported 
in Unit 2. 

Note: EDExpress provides more than one way to complete a task. In 
this example, we click the Open icon on the tool bar to open a 
record. In Unit 2, we selected File/Open from the menu bar. 

[Slide 3-18] 



Click the Open icon. 

Click the ellipsis button. 

Select a record, and 
click OK. 

In this example, we 
select the record for 
Farah Fogelman. 

Click OK. 
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Unit 3 — Disbursement 



The demographic 
record is displayed. 

Click the Disburse tab 
at the bottom. 



The origination record must be created and saved to the database 
before you can create a disbursement record. 

Click the Disburse tab to access all disbursement information. 






i; H#S 



llHii 



|fogelman_ 



Name: 
Permaiwik/tocal 



[farah 



Frs! 



ID 

M.l. 



. y. |P0 BOX 8752_ 
City. Slate. Zip: IbiGCITY^Z 

Phor^ .? ' 



Gty. State. Zip: L 

iflbone: 

Cunert SSN: 

Ongr>al SSN: 

Date of Birth: . 

Drive** License: 
Ctaemhip Status 
Afen Regs fcetion #: 
Dependency Status: 



liiiill 



f5ru;§«|~- 

((555)555-6195 



nc 



lizjzzyz: - 

(999-7274M* 



jB9984873_ 




106/13/1976 
)CN 

ITS! 



FM 




Peg Vetife^ion Status: 

Loan Enhance interview Qjmpfeted?: 

Ttansactk^Pad0ft;;.2jj^: " ' 

Chanda Dele* 

Local Address: 

Social $ecu% Hi 
OateofBirtelJ 

Latest O^ S^Inl Ipr: 999^493FGBl. 



Active T raroection: ; ;||§||§|§ 

iHdpd 

Record Upd GB/30/2000 C»24:38 SYSADMIN 
' ^ISkagng Status: Y Y P Record Source: 

D ocumeni S tat us: v : . L&an R ecords?:;: 

Pel Records? Y 




□ 



Disbuse jAw 






FAFSA 



SAR/ISIR Ver.Wks 



ISIR Rvw Docs 



Notes 



User Data 



Loans 



Ifi&pnoiR^ fl 



“n 






o 

ERIC 



3-22 



125 



Pell Training 2000 




IHlilllll 



Enter two data elements in the first two columns of the first row on this screen: 

■ Disbursement Date 

■ Disbursement Amount (which is labeled on the screen “Amount Submitted”) 

Enter the date in MMDDYYYY format. For example, September 2, 2000 would be entered 
09022000. Don’t enter back slashes (/) or dashes (-). 

EDExpress edits the disbursement date that you enter against today’s date as noted on your 
PC’s internal clock. EDExpress will not let you save a disbursement record if: 

■ The disbursement date is more than 30 days after today’s date 

■ Today’s date, as indicated by your PC’s internal clock, is before July 1, 2000. 






Note: For this training, we have set the clocks of each PC ahead to 08/30/2000. 



EDExpress also performs edits on the disbursement Amount Submitted. EDExpress will not let 
you save a disbursement record if: 

■ The verification status is W (without documentation) and the Amount Submitted is 
greater than one half of the student’s total eligibility (Total Payment Ceiling) for the 
year. 

■ The Amount Submitted exceeds the award amount for the entire year as reported on the 
origination record. 
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Unit 3 — Disbursement 



Enter 09022000 for the 
Disbursement Date. 

Enter 1125 as the 
Amount Submitted. 

Select File/Save from 
the menu bar. 

Click OK. 



NEW! 



You can now enter pennies in the amount. If entering pennies, you 
5sr ~ must also enter the decimal point. 
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Notice that the Disbursement status is set to R, for “Ready” to be 
batched. This status code is just like the origination status code. 
Values that will appear in this column will be: 

R Ready 

B Batched 

A Accepted 

E Error 

The RFMS status code appears when you import the acknowledgement 
record from RFMS. This code, as discussed later in the unit, tells you 
whether the record was accepted, rejected, or corrected. 

Also, notice the additional information displayed at the bottom of the 
screen about the student’s origination record. The Total Disbursed 
Amount is the sum of all submitted disbursement amounts. 



Click the Close icon on 
the tool bar in the upper 
left comer of the screen 
to close the record. 
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Multiple Entry 



Select Process/ 
Multiple Entry/Pell. 



Another method for entering disbursement data is Multiple Entry. 
This feature saves time when you need to update one or two data 
elements on many student records. 
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IIIiMt 3 



In this example, we will add the first disbursement date and amount to 
all records that have an origination status of “Accepted” and an 
award amount of $3,300. For this exercise, we assume you have 
already created a query to identify records with these attributes. 

Note: EDExpress allows multiple entry updates to the disbursement 
date and amount if the origination status is “ Accepted ” or “ Ready. " 
It will not perform a multiply entry update if the origination status is 
“Batched " 



Click the box to the left 
of Ready to Export and 
the box to the right in 
the Value column. 

Click the box to the left 
ofDisb. Submit Date 
and enter 09012000 in 
the Value column. 

Enter 1650 in the Value 
column for Disb. Submit 
Amount. 

Click Screen as the 
report destination. 

Click Selection 
Criteria. 
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Click the ellipsis button 
to the right of Query 
Title. 

Select ORIG STAT = A 
AND AWARD = 3300 

Click OK. 
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The Multiple Entry Report Edit Report displays information about the 
number of records updated. The report lists information about any 
rejected records. 

In this example, four records were updated and are ready to be 
exported to the RFMS. 



Click OK. 

Click OK again . 

EDExpress displays the 
selected records. 

Click Save. 

Click Yes to save 
changes. 

Click /es again to 
confirm. 

The Multiple Entry Edit 
Report displays . 

Click the Close button 
on the toolbar to 
continue. 
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Unit 3 — Disbursement 



Browse the Database 



Click Tools/Browse/ 
Pell from the menu bar. 



Once you have entered several disbursement records, you may want to 
see exactly who you created disbursements for and the status of those 
records. You can browse the database to quickly get basic information 
for all disbursement records, including the disbursement date, amount 
and current status. 
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The browse function lets you examine the origination, disbursement, 
and batch activity records that are in your database. 

Disbursement records are listed in origination ID order. 



Use the horizontal scroll bar to display additional fields for each 
record. 




ie name of each field displays as you move the horizontal scroll bar. 



Click the Disbursement 
tab . 

Move the horizontal 
scroll bar to the right to 
display additional fields. 

Scroll to the Submitted 
Disbursement Amount 
and Disbursement Date 
fields to verify the 
updates that you made 
using Multiple Entry. 

Click OK. 



HOIS 






Pot Hefc, pfssiPt 






Pell Training 2000 

:KJl 



3-31 







Unit 3 — Disbursement 




Lesson 3 - Exercise 



[Slide 3-19] 



Scenario 

Your boss has asked you to create disbursement records for the four accepted origination 
records that you received from the RFMS this morning. 

Instructions 

1 . Enter a disbursement date of 09/15/2000 for all records that have been accepted at the 
RFMS. Give George Jones (SSN: 891-11-1111) a first disbursement of $737.50; give the 
remaining three students each a first disbursement of $1650.00. Use the most efficient way 
possible to create the records. Use the step-by-step instructions below, if necessary. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Select Process/Multiple Entry/Pell from the menu bar. 


2 


Select Ready to Export and click the box in the Value column. 


3 


Select Disb Submit Date and enter 09152000 as the value. 


4 


Select Screen. 


5 


Click Selection Criteria. 


6 


Click ellipsis button next to Query title. 


7 


Select RFMS Status and click OK. 


8 


Click OK again. 


9 


Select A under Field Value. 


10 


Click OK, then click Close. 


11 


Click OK. 


12 


Enter the correct amounts in the Disb Submit Amount column. 


13 


Click Save. 


14 


Click Yes to save, and click Yes again to confirm. 


15 


Review the edit report, and click Close. 
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Lesson 3 - Exercise, continued 



1 . Are all records ready to export for transmission to the RFMS? 



2. What other method might you have used to enter and save the disbursement records? 



3. If George Jones’ origination record had been sent to the RFMS, but an acknowledgement 
had not yet been received, would EDExpress have allowed you to enter and save a disburse- 
ment record for him? 



If you had entered and saved an origination record for George Jones’, but had not exported 
it yet, would EDExpress allow you to enter and save a disbursement record for him? 

o 



Assume today is 08/30/2000. Would EDExpress allow you to enter and save disbursement 
records with a disbursement date of 10/05/2000? 
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Lesson 4 - Exporting Disbursement Records 

Objectives 

At the end of this lesson, you should be able to: 

1 ■ Export a batch of disbursement records. 

2. Identify the message class associated with disbursement records. 

3a Print a batch activity list. 

[Slide 3-20] 
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Export Disbursement Records 




Once you complete entry of the disbursement records you are ready to 
export the records. When you export, you place all records with a 
Ready status into a file that can be transmitted to RFMS. The steps 
are almost identical to the steps you used in Unit 2 to export origina- 
tion records. 



Click the Export icon on 
the toolbar. 
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Click the Pell tab. 



Exporting creates a file with the message class PGDR01IN. 



Select Disbursement 
Data - RFMS as the 
Export Type. 

Click OK 
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The In Progress box displays the filename that was created 
(C:\IAM\DATA\PGDR01IN.DAT) and the Batch ID. 



Click OK to continue. 



^ Remember: Use EDConn32 to transmit the file to the RFMS. 
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Printing a Batch Activity List 



Click the print icon on 
the tool bar. 

Click the Pell tab. 

Select List - Batch 
Activity. 

Click Screen as the 
report destination. 

Type 03/01/2000 and 
08/30/2000 as the date 
range. 

Click OK 



At this point, you may want to review what batches have been created 
so far. You can use the browse function to examine your batch 
activity, as we did in Unit 2. Or, you can print a batch activity list. 

The Batch Activity List report function allows you to identify all 
batches created within a specified date range. 
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The Batch Activity List shows the following information for each 
batch: 

■ Batch ID 

■ Filename — Either the export or the import file. 

■ Batch Size — The number of records in the batch. 

■ Create Date 

■ Confirm Date 

■ Amount Reported — In the case of origination records, this is 
the sum of the award amounts. 

In the case of disbursement records, this is the sum of the 
submitted disbursement amounts. 



Click the Close button 
on the toolbar. 
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Lesson 4 - Exercise [Slide 3 - 21 ] 

Scenario 

Your boss wants you to send the disbursement records you’ve created this morning. He also 
wants to know the sum of the disbursement amounts submitted. 

Instructions 

1. Export the disbursement records that you created this morning and print a batch activity list. 
Use the instructions below if necessary. 

2. Answer the questions at the end of the exercise. 



Step 


Action ° 


1 


Click the Export icon. 


2 


Click the Pell tab. 


3 


Select Disbursement Data - RFMS. 


4 


Click OK. 


5 


Note the name of the file that was created. Click OK to continue. 


6 


Click the Print icon. 


7 


Click the Pell tab. 


8 


Select List - Batch Activity. 


9 


Click Screen. 


10 


Click OK. 


11 


Review the report. Click the Close button. 
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Lesson 4 - Exercise, continued 



l. 



What was the name of the file that you created? 



2. How many disbursement records are in the file? 



3. Has the file been transmitted to the RFMS yet? 



4. What is the sum of the disbursement amounts submitted in the file? 



5. What was the date and time that the file was exported? 
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Lesson 5 - Importing Disbursement 
Acknowledgement Records 

Objectives 

At the end of this lesson, you should be able to: 

1 ■ Import a batch of disbursement acknowledgement records. 

2 - Identify the message class associated with disbursement acknowledgement records. 

3 - Review and revise the acknowledged records. 

[Slide 3-22] 
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Importing the Acknowledgement Record 




Once the RFMS processes the disbursement file, you are sent an 
acknowledgement file. After you import the file, you can review the 
processing results 



Click the import icon. 

Click the Pell tab. 

Select Disbursement 
Acknowledgement - 
RFMS. 

Click Screen. 

Click File, and select 
the file to import. 

In this example, select 

PGDA01OP.DAT. 

Click Open. 

Click OK. 
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Click OK to close the In 
Progress box. 

Review the Import Edit 
report, then click the 
Close button to 

continue. 



When the import is complete, a batch report displays statistics about 
imported data. Then, the Import Edit report shows information about 
the acknowledgment file. For each imported record, the report shows: 

Origination ID 

Disbursement Reference Number 
Disbursement Date 
Disbursement Amount Accepted 
Status Code 

In this example, all records were accepted by the RFMS. 

fa* Tip: You can print the report to the screen (as we have done in this 
example j then print a hardcopy of the report by clicking the print 
button on the toolbar. 
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Lesson 5 



Reviewing the Disbursement Record 




When the acknowledgment record is imported, each individual 
disbursement record is updated with the processing results. 

In this example, we will review Farah Fogelman’s record. 



Click on the open icon. 

Click on the ellipsis 
button. 

Select Farah 
Fogelmaris record , and 
click OK. 

Click OK 

The demographic 
screen appears. 

Click on the Disburse 
tab. 
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Type 09012000 as the 
Disbursement Date: 

Type • 400 as the 
Amount Submitted. 

Click the Save icon. 

Click OK. 



The disbursement record appears. Note the following fields that have 
been updated: 

■ Accepted Amount — The disbursement amount that RFMS 
accepted. In certain instances, the amount will be less than the 
Amount Submitted. 

■ YTD Amount — The sum of the accepted amounts (for accepted 
and corrected records only) year-to-date. 

■ Status Disb — EDExpress’ disbursement status flag. In this 
example, it has been updated to A for “Accepted.” 

■ Status RFMS — RFMS’ disbursement status flag. In this 
example, it has been updated to A for “Accepted”. Other values 
are C for “Corrected” and E for “Rejected”. 

■ Batch ID — The number that indicates what batch the record 
was a part of when it was imported. 

To correct the record, or report the next disbursement, simply enter 
information on the next available row. A new disbursement record will 
be created with a disbursement status of R for “Ready.” 

In this example, we are creating a negative disbursement record to 
correct downward the amount disbursed to Farah Fogelman. 
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Unit 3 — Disbursement 





Lesson 5 - Exercise 



[Slide 3-23] 



Scenario 

You receive a file of acknowledgement records from the RFMS. You need to import them into 
EDExpress. Plus, your boss has asked you for a listing of all disbursement records in the 
database that have a verification status of W for “without documentation.” 



Instructions 

1 . Import the acknowledgement records and print a list of disbursement records using the 
appropriate selection criterion. Use the instructions below if necessary. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Click the import icon. 


2 


Click the Pell tab. 


3 


Select Disbursement Acknowledgement - RFMS. 


4 


Click File. 


5 


Select PGDAOlOP.001. 


6 


Click Open. 


7 


Click Screen then OK. 


8 


Review the In Progress Report and click OK. 


9 


Review the Edit Report and click Close. 


10 


Click the printer icon. 


11 


Click the Pell tab. 


12 


Select Disbursement List. 


13 


Click Screen. 


14 


Click Selection Criteria. 


15 


Click the ellipsis button. 


16 


Select Verification Status Code and click OK. 


17 


Click OK again. 


18 


Select W as the field value and click OK. 


19 


Click Close, then OK. 


20 


Click OK when the message “No Records Selected " appears. 
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Unit 3 — Disbursement 



Lesson 5 - Exercise, continued 



1 . How many acknowledgment records did you import? 



2. Were any of the imported records rejected by RFMS? 



3. How many disbursement records on your database have a W verification code? 
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Lesson 6 - Creating Special 
Disbursement Records 

Objectives 

At the end of this lesson, you should be able to: 

1 ■ Create and save a special disbursement record. 

2 > Understand the data required on a special disbursement record. 
[Slide 3-24] 
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With Farah Fogeiman's 
disbursement record 
open , enter 09052000 
for the disbursement 
date and 400 for the 
amount submitted on 
the third row. 

Click the Special Info 
button on the third row. 



A special disbursement record includes the required information for a 
regular disbursement, plus the additional information necessary to 
calculate the payment for the specific payment period to which the 
disbursement applies. 

In EDExpress, you first enter the disbursement date and amount. 
Then, you click the Special Info button on the disbursement screen to 
enter the remaining information. 
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li^SSOlt 6 




The additional payment period fields that are required on the special 
disbursement record follow: 

■ Payment Period Number 

■ Payment Period Start Date 

■ Payment Period End Date 

■ Award Amount 

■ Academic Calendar 

■ Payment Methodology 

■ Cost of Attendance 

■ Enrollment Status 



Enter 1 for the Payment 
Period Number 

Enter 09012000 for the 
Payment Period Start 
Date . 

Enter 12152000 for the 
Payment Period End 
Date . 

Enter 725 for the Total 
Funds Disbursed for 
this Payment Period 
Previously Reported 
Using a Regular 
Disbursement Record. 



Most of the required items are filled in from the origination record. 



Click OK. 
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Unit 3 — Disbursement 



Lesson 6 




Click Yes to create a 
special disbursement 
record. 

Click the Save icon. 
Click OK. 

Click the Close icon. 



Once you save the special disbursement record, the disbursement 
status is set to R for “Ready” and the Total Disbursement Amount 
that is displayed in the lower part of the screen is adjusted. The saved 
record is ready to be exported for transmission to the RFMS. 

V Note: Special disbursement records are batched in a message class 
separate from regular disbursement records. The special disburse- 
ment message class is: PGSP01IN. 
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Unit 3 — Disbursement 




Lesson 6 - Exercise 




Instructions 

Complete the following true/false quiz to review what you have learned about special disburse- 
ment. 

True or False 

Schools who are not on either Reimbursement or Cash Monitoring funding methods 

can choose to use special disbursement records. 

You can send a special disbursement record to the RFMS at the same time as an 

origination record. 

Special disbursement records are batched and transmitted in a message class 

separate from regular disbursement records. 

EDExpress allows you to enter a special disbursement record without first entering 

and saving an origination record. 

[Slide 3-25] 
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Funding 

I n this unit, we describe how schools receive money under 
RFMS. Topics covered include the relationship between 
disbursement records and your school’s authorization level, and 
how to draw down funds from GAPS. 

[Slide 4-1] 
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Objectives 



At the end of this lesson, you should be able to: 

1 ■ Understand the difference between the Just-In-Time payment method and the Advance 
payment method. 

2. Understand the benefits of the Just-In-Time payment method. 

3a Recognize the correlation between disbursement records and the draw down process. 
4a Draw down Pell Grant funds. 

[Slide 4-2] 
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Pell Grant Payment Methods 



Overview 

RFMS has changed the way schools receive funds. Disbursement records now drive the 
funding process. 

Most schools participating in the Federal Pell Grant Program receive payment for Federal Pell 
Grants via the Advance Payment method. Under this method, a school receives an initial 
authorization level at the beginning of each award year. The school is then able to draw down 
funds against this amount as the year progresses and Pell Grant disbursements are made. The 
authorization is adjusted, if necessary, based on the disbursement records submitted by the 
school. Origination records do not drive the authorization level; only disbursement records. 

There are four different methods of funding for schools participating in the Federal Pell Grant 
Program: 

■ Advance Payment 

■ Just-in-Time 

■ Reimbursement 

■ Cash Monitoring 

Eighteen schools began testing Just-In-Time payment in a pilot program in the 1999-2000 
award year. Under this method, schools do not receive an initial authorization. Funds are 
automatically deposited into the school’s bank account following the successful submission of 
disbursement records. There is no drawdown from GAPS, and schools receive regulatory relief 
from certain rules related to cash management. 

Under either the Reimbursement or Cash Monitoring payment method, an institution must first 
make disbursements to eligible students before it requests or receives funds for those disburse- 
ments from the Department. Under the Reimbursement payment method, an institution must 
provide specific and detailed documentation for each student to whom it made a disbursement 
before the Department provides funds to the institution. However, under Cash Monitoring, the 
Department either requires an institution to make disbursements to eligible students before 
drawing down program funds for the amount of those disbursements, or requires the institution 
to submit some documentation identifying the eligible students to whom a disbursement was 
made before funds are provided to the institution for those disbursements. 

[Slide 4-3 through 4-5] 
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Advance Payment Method 



Most schools use the Advance Payment method for receiving Pell Grant funds. At the 
beginning of each award year, these schools have their institutional data updated to participate 
in the Federal Pell Grant Program. Initial funding amounts are estimated based on the funding 
and enrollment of the previous award years, and then calculated by the Department of 
Education. Authorizations are created for schools using the Advance Payment method, and are 
posted to the RFMS accounting function. Authorization transactions are sent to GAPS. 

The RFMS accounting function generates an Electronic Statement of Account (ESOA) that is 
sent to institutions informing them of their initial funding amount upon successful processing 
of the transactions. This initial authorization is the amount against which schools will draw 
down funds for Pell disbursements throughout the award year. A school’s authorization amount 
may be adjusted during the year when the school submits disbursement records. 



Just In Time 

In the 1999-2000 award year, 1 8 schools participated in a pilot program through which they 
receive Pell Grant funds from RFMS and GAPS via the Just-in-Time method. In the 2000- 
2001 award year, the pilot program will be expanded to about 100 schools. ED is using this 
new method as the basis for the future of funding methods for the Pell Grant program. There 
are no plans to make this payment method mandatory. However, ED anticipates that many 
schools in the future will choose to stop using the Advance Funding method and will use the 
Just-In-Time funding method. 

Let’s look at how Just-In-Time differs from Advance Funding: 

■ The accepted disbursement record functions not only as a report of disbursement, but 
also as a request to ED for immediate funding. 

■ No drawdown from GAPS is necessary. Funds are automatically deposited in the 
school’s bank account. 

■ Under Advance Funding, you can submit a disbursement record as much as 30 days in 
advance of actual disbursement. Under Just-In-Time, a disbursement record can be 
submitted no earlier than five days prior to the actual disbursement. 

The major benefit of Just-In-Time is speed and efficiency. A disbursement record is converted 
to a transaction that simultaneously increases the authorization and requests payment. 
Additionally, the reconciliation and end-of-year closeout processes are simplified. Because the 
obligation and payment are one and the same, the system is self-reconciling. The business 
office and financial aid office are forced to communicate and reconcile. This eases the end-of- 
year closeout process. All schools must reconcile monthly. 

[Slide 4-6 and 4-7] 
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By eliminating the need for the Department to provide an initial funding allocation to the 
school, Federal Pell Grant funds can be used to better advantage. Some schools using the 
Advance Payment method do not, in fact, use all the funds they were originally allocated, and 
the Department does not learn about this in time to recycle those funds to other schools and 
students that are eligible to receive them. Other schools may be delayed in receiving funds, but 
students are always paid. Just-in-Time will alleviate this problem. 

Schools who participate in Just-In-Time also gain relief from several cash management 
requirements: 

■ The “3-day use rule” required for the Advance Payment method. 

■ The rules governing excess cash. 

■ The reverification of student eligibility for a Federal Pell Grant award at the time of 
disbursement. Instead, your school can rely on the eligibility determination that it made 
at the time each disbursement record was submitted. 

■ The requirement that the school maintain Federal Pell Grant funds in an interest-bearing 
bank account. 

Many of these issues become moot, because you will not have excess cash using the Just-In- 
Time method. 

Receiving Funds Under Advance Payment Method 

As you learned in Unit 2, origination records establish the eligibility of a student to receive a 
Federal Pell Grant at the school. As you saw in Unit 3, once an origination record has been 
accepted, the school will submit a disbursement record or special disbursement record for each 
payment made to the student. (While most schools use Advance Funding and submit 
disbursement records, schools on Reimbursement or Cash Monitoring are required to submit 
special disbursement records, which provide additional payment period data.) 

Disbursement records are the keys to receiving funds. Once a batch of disbursement records is 
submitted to RFMS, the records are either accepted or rejected, or accepted with edits. Those 
records that are accepted will drive the funding level in GAPS, providing funds for schools to 
draw down. 

Successful submission of disbursement records prompts GAPS to make funds available for 
drawdown, and deposit administrative cost allowance (AC A) funds into the school’s account. 
An ACA will be paid for each student with a disbursement record approved by RFMS for the 
school. Schools are able to request an Electronic Statement of Account, which details the 
status of their account. 
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It should be noted that RFMS provides institutions and the Department with more accurate 
accounting in the Federal Pell Grant program, and the increased speed of the new system 
provides more timely information. However, in the funding process, there is one situation in 
which a transaction will be delayed. 
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It should be noted that, as discussed in Unit 3, disbursement records for positive amounts must 
be submitted to RFMS by the September 30 th following the end of the award year. In 2001, 
however, September 30 th falls on a Sunday, in which case, positive disbursements are accepted 
on the next business day. So, for award year 2000-2001, RFMS must receive all disbursement 
records for positive disbursements by October 1, 2001. 
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Now, let’s share our experiences related to the funding process in RFMS. What differences did 
aid officers see in the process in 1999-2000? Is anyone in the audience participating in the 
Just-In-Time pilot? 

[Slide 4-8] 
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Requesting Data 




RFMS provides several tools to help schools manage their 
Federal Pell Grant database. This Unit describes how schools can 
request Multiple Reporting Records, Electronic Statements of 
Account, and Year-to-Date records. It also explains how to create 
data request records using EDExpress. 



[Slide 5-1] 
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Unit 5 — Requesting Data 



Objectives 



At the end of this lesson, you should be able to: 

1 ■ Identify the data available to help you manage your Pell Grant funds. 
2m Create a data request using EDExpress. 

3. Import and review year-to-date data. 

4» Print the YTD Pell Processed Disbursement list. 

5 a Print an ESOA report. 

6 . Create a transfer record. 

[Slide 5-2] 
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Introduction 



The RFMS allows you to manipulate data so that you know the volume and number of Federal 
Pell Grant awards that have been made on your campus, and the status of your Pell authoriza- 
tion level. In addition, RFMS identifies any students who might be attempting to receive 
Federal Pell Grant funds at more than one institution, and provide information that makes 
resolving such problems easier. 

There are several different data management tools available for your use in RFMS. 



Multiple Reporting Records 

Multiple Reporting Records are sent to schools automatically or on request. As discussed in 
Unit 3, Disbursement, they are sent automatically after you send a disbursement record if: 

■ Another school sent in a disbursement record preceded by an origination record for the 
student enrollment date within 30 days of the enrollment date you reported for the 
student, or 

■ Another school has sent in a disbursement record for the student and the percentage of 
Federal Pell Grant eligibility used is greater than 100%. 

You can also ask the RFMS for information about any other schools that may have submitted 
origination or disbursement records for your students. 

Electronic Statement of Account 

This statement is an electronic version of the Statement of Account and summarizes your 
institution’s Pell disbursement authorization in comparison to the amount your institution has 
spent to date. You may request your school’s most recent Statement of Account. 



Year-to-Date Data 

Schools can request data about all activity they have posted to the RFMS database up to the 
current date. Each student has two records, a YTD origination record and a YTD disbursement 
record, for each disbursement the Department has accepted. 

[Slide 5-3, 5-4] 
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Processing Data Requests 



Schools create and transmit a file to request one of the three types of data we just discussed. 
Multiple requests can be placed on the same data request file. For example, you could request 
an MRR and Year-to-Date data at the same time on the same file. The message class for the 
data request is PGRQ01IN. 

Data requests are either accepted by RFMS with the requested file returned to the institution, 
or rejected with a data request acknowledgment returned to the institution. Data request 
acknowledgments are only returned if a request is rejected by RFMS. 

Data requests are rejected when the requesting institution submits incomplete data in the 
request, or when the data requested couldn’t be found on the RFMS database. The data request 
acknowledgment includes codes that indicate the reject reason. 

Schools have the option of phoning in a data request to the RFMS by calling Customer Service 
at 1-800-4PGRANT. 

[Slide 5-5] 
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Multiple Reporting Record 

RFMS uses the Multiple Reporting Record (MRR) to automatically notify institutions report- 
ing for the same student in two situations: 

■ Concurrent enrollment 

■ Potential Overaward Project 

Schools may want to be proactive and find out whether other schools have submitted origina- 
tion and disbursement records for their students. They may request such information from 
RFMS. These requests are designed to provide schools with information to identify and resolve 
both potential overawards and concurrent enrollments before they occur. 

Schools can request records identifying institutions which have originated or disbursed for specific 
Federal Pell Grant recipients, specific institutions, or for all students originated at their school. 
Schools can make a request by using the RFMS web site — www.pellgr 3 ntsonline.ed.gov — or by 
transmitting a request file created by using EDExpress. 

You can make six different MRR requests. A two-letter code on the record layout identifies the 
type of request submitted: 

■ OA: Originated students for all schools. RFMS provides information about all origina- 
tion records it has received where the original SSN and name code match the accepted 
origination records you submitted. 

For example, you may want to make this request before submitting disbursement 
records. You can prevent potential overpayments by finding out whether other schools 
have submitted origination records for your students. 

■ OS: Selected originated students. RFMS returns information about whether other 
schools have submitted origination records for the students you specify. An accepted 
origination record from your institution must be on file at RFMS for each record you 
specify. For example, you might use this option for students who have transferred to 
your school. 

■ 01: Originated students for selected institutions. RFMS returns information about all 
students originated at the schools you specify. This option might be used to specify all 
records from a school in your area from which many of your student’s transfer. 

■ DA: Disbursed students for all institutions. RFMS provides you information about all 
disbursement records it has received where the original SSN and name code match the 
disbursement records you’ve submitted. 

■ DS: Selected disbursed students. RFMS returns information about whether other 
schools have submitted disbursement records for the students you specify. 

■ DI: Disbursed students for selected institutions. RFMS returns information about all 
students who had disbursement records submitted on their behalf at the schools you 
specify. 



'**^Note: Schools should use the disbursement codes to narrow the request results if they are 
trying to avoid an overpayment situation. 

[Slide 5-6] 
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Electronic Statement of Account (ESOA) 



A new Electronic Statement of Account is generated by RFMS at the time of initial authoriza- 
tion and every time that you send in disbursement records that exceed your initial authoriza- 
tion. ESOA’s will be sent thereafter when the disbursement records result in an adjustment to 
your authorization, either up or down. This statement summarizes your institution’s Federal 
Pell Grant disbursement authorization. 

Institutions requesting an ESOA receive the last Statement produced at the end of the last 
accounting cycle for which the institution had transactions processed. 

The ESOA includes both summary and detail data. The summary reports the current status of 
your account, as well as the status of the account when the last Electronic Statement of 
Account was delivered, and the total disbursements processed since the receipt of the last 
statement. The detail data provides institutions with the batch numbers processed since the last 
statement was received, as well as the corresponding funding amounts. 

[Slide 5-7] 



Year-to-Date Data 

The RFMS allows you to request information about all activity posted to the RFMS for your 
school up to the current date. The Year-to-Date (YTD) record replaces the Student Payment 
Summary (SPS) and the Electronic Student Payment Summary (ESPS). 

Schools request YTD records for two reasons: 

■ To replace a corrupt database, or 

■ To reconcile their records with the accepted data that RFMS has retained. 

You request YTD records by using the RFMS web site (www.pellgrantsonline.ed.gov) or by 
creating a data request record using EDExpress or other software. You can request: 

® All origination and disbursement records for your school, or 

■ Specific student records 

RFMS returns to you a file under the message class PGYROIOP. RFMS will not provide you 
a paper copy of the YTD file. 

Each YTD file from RFMS contains three parts: 

® The last accepted origination record for each student attending your school 

■ Each accepted disbursement record for each accepted origination record 

■ A summary of data sent to the school. 

[Slide 5-8 through 5-10] 
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Using EDExpress 



Using the Export function of EDExpress, you can easily create a data 
request file that contains one or all of the types of requests available: 

■ Year-to-Date - Used to update or rebuild your database and 
identify discrepancies between your data and RFMS. 

■ Electronic Statement of Account - Provides summary and 
detail information about fund requests and drawdowns. 

■ Multiple Reporting Record - Used to identify students who 
have been reported in some way by another school. 

Each of these reports can provide information to help you better 
manage your student data. In this demonstration, we will create a data 
request file to transmit to RFMS. 



From the main menu, 
click File/Export. 

Click on the Pell tab . 

In the Export Type field, 
select Data Request 




■ .. •••• • 
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Mark the Mulitple 
Reporting Record box 
to display the options. 

Unmark the Multiple 
Reporting Record box. 



When you choose the Data Request option, all three data request 
types are displayed. You use the checkbox next to each option to 
indicate the type of request you want. 

If you select Multiple Reporting Response, the type field will display, 
and from the dropdown menu you select one of the valid values: 

OA- Originated Students for all institutions 

OS - Selected Originated Students 

01 - Originated Students for selected Institutions 

DA - Disbursed Students for all institutions 

DS - Selected Disbursed students 

DI - Disbursed Students for selected institutions. 

For each type you select, you receive a report indicating which other 
institutions have also reported your students for either origination or 
disbursement. 
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In this example, we will request two types of data: Statement of 
Account, and Year-to*Date records. 



X Note: If you want to request YTD data for specific records, use the 
YTD Select Records button. 



Mark Statement of 
Account and Year-to- 
Date records. 

Click OK to export. 





Unit 5 — Requesting Data 



Click OK to close. 



A file has been created called C:\IAM\DATA\PGRQ01IN.DAT that is 
ready to transmit to RFMS. The Export Statistics box indicates that 
both request types were included in the file. 







o 

ERIC 



<-10 



174 



Pell Training 2000 






Unit 5 — Requesting Data 




Importing Year-to-Date Data 



After receiving the data request file, RFMS processes it and transmits 
it back to you in separate files for each type of data you requested. 
The files need to be imported into EDExpress and reviewed. 

In this example, we will import the requested YTD data file. 



Select File/Import from 
the main menu. 

Click on the Pell tab. 

Select YTD Data as the 
import type. 
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Click the File button. 

Select the PGYR010P 
file from the list 
displayed. 

Click Open. 



The file type to select for Year-to-Date data is PGYROIOP. 
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EDExpress gives you three options when importing and printing YTD 
records: 



■ Compare and Print Exception? 

■ Update 

■ Print All? 

Use the “Compare and Print Exception?” option to compare each 
record in the YTD file to records in your database. The software 
matches records by origination ID and compares the accepted award 
and disbursement amounts. If either of these values is different, the 
record is noted in the YTD comparison report. 

Iffe" Tip: Verify that you have imported all Pell origination and disburse- 
ment acknowledgement records before running the compare feature; 
this will ensure the RFMS data in the YTD file is being compared 
against your most current processing results. You should also delete 
records for students not attending your school that have been created 
but not submitted to RFMS. Otherwise, these records will be noted as 
exceptions on the comparison report. 



Click Screen to view 
the edit report on the 
screen. 
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Use the Update option to update your database using the information 
from the YTD file. 



Choose “Selected” to update specific student records. You may want 
to use this feature if, for instance, you have a duplicate rejected record 
that needs to be set back to accepted status, or if you are missing an 
acknowledgement file and wish to update specific records that were in 
the missing batch. 

Choose the “Rebuild All” to overwrite all the records in your database 
that have matching origination IDs in the YTD file. You should only 
use this option if you need to rebuild your entire EDExpress Pell 
database. 

Tip: First use the “ Compare and Print Exception? ” option if you 
aren 't sure whether you need to use the Update option. Review the 
report to see whether differences exist and whether it is worthwhile 
to run the Update option. 
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Use the Print All? option to get a listing of all the YTD records on file 
in origination ID order. 

In this example, we select the Print All? option. 



Mark Print All? and 

click OK. 
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Click OK to continue. 



The Import Statistics window indicates the number of records that 
were imported. 
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The first page of the Import Edit Report is displayed on the screen. 
For each record, the report provides a comparison between the data 
stored in EDExpress (your data) and the YTD information from 
RFMS (YTD data). Also provided are the origination and the RFMS 
status of each. 

There are several possible reasons for a discrepancy. One is that the 
award amount at the RFMS doesn’t match the award amount in 
EDExpress. This might happen if you made a change that has not 
been received by RFMS. In the example here, the new origination 
data for Paul Paulmer has not been received at RFMS. 

Another reason for a discrepancy is that the RFMS has a record for a 
student but the record does not exist in EDExpress. Either the record 
has been deleted, or you may have lost data due to a system failure. 



The first page of the 
Import Edit report 
provides a listing of the 
origination records of 
the YTD file and the 
origination records in 
EDExpress. 

Click Close. 
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Printing the YTD Peii Processed Disbursement List 



Select File/Print from 
the menu bar. 

Click the Pell tab. 

Select List-Processed 
Disbursements Year - 
to-Date. 

Select Screen as the 
report destination. 

Click OK. 




A new report, the YTD Pell Processed Disbursement List, prints the 
accepted disbursement amounts for all disbursement records that the 
RFMS has processed. You can print all records on your database or 
use the Selection Criteria to specify a group of records. The report 
includes records with an RFMS status of A (accepted) or C 
(corrected). It does not include rejected records. 



Use this report in conjunction with the YTD request to reconcile your 
records. 



Review the report, and 
click the Close button 
on the tool bar. 



[Slide 5-11] 
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Electronic Statement of Account (ESOA) Report 



This statement is an electronic version of the statement of account and summarizes an 
institution’s Pell disbursement authorization amount in comparison to the amount your institu 
tion has spent to date. 

Reviewing the ESOA Report involves two steps. First, import the file from RFMS 
(PGAS01OP). Second, print the ESOA Report. Remember, an ESOA is generated by RFMS 
each time an adjustment is made to your account. The report includes summary information 
and the detail transactions that caused the adjustments. 
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Importing the ESOA Report 



Select File/Import from 
the main menu . 

Click the Pell tab. 

Click the down arrow in 
the Import Type field 
and select Electronic 
Statement of Account. 

Click the File ... button to 
display a list of files . 

Select the 

PGAS01OP.DAT file 
and click Open. 
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The Import Statistics box indicates that two records were updated. 



Click OK to import. 
Click OK to continue. 
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Printing an ESOA Report 



Select File/Print from 
the menu or click the 
Print icon on the 
toolbar. 

Click the Pell tab, if not 
already highlighted. 

Click the down arrow in 
the Report field and 
select ESOA. 



Each time you import an ESOA file into EDExpress, the summary 
data is replaced; only the current information from the import file is 
stored. The detail records are cumulative and are all kept in the 
database. 

The ESOA information you just imported can be viewed by printing 
the report. You may elect to print the detail information with the 
summary information. 
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If you have data for more than one Reporting Institution in your 
system, use the single option to select a specific school, or multiple to 
print data for all. 



Click Screen as the 
output destination. 

Click the Print Detailed 
ESOA? checkbox to 
print the detail records. 

Click OK to print. 
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Click Next Page to view The first page is the summary report. Totals for the adjustments 

the detail report. are provided. 

Year-to-Date recipients and disbursements are also provided. 



^2000 - 2001 EPExptcss foi Windows [C:\TEMP\ART86.tmp] 



Print- Next Pago j| • r ~ | J Zoamflut ( Qma ( 





Ffcport Oita: 08 / 30 / 2 CD 0 U S CEF*F 3 VBvn' CF BOUCXTICN 
F^port Tito: 15 : 00:23 CFFIOE CF SHITNT FIN°tOIAL. AeBTSWOE 

2 DOO- 2 DD 1 AVISO NG 0 R 
FHB 3 NL. F H 1 CWCNT TORVI 
R H :W_NIC STATm^sTT CF /XIXLHT 



FR 1 IISBrnUTlOJ Ml/®? 

I NET nun OJ N*JE 
STAG 

CEWsn^ DLNB NJJEBZ 
&FS AAAO MMB3 

Acocxnt i no So Fry ! j te 
Acocxnt i ng Schedu le C&te 

A Frwirloup Ril I Grant Cbllcption 
CLrrent Pal I Grant Cbl I gat ion 
Adjustment (Increase + or Decrease - ) 



B. PrwiOLB Ffel 1 Grant Paymeit 
Ojrrant Pal I Grant Pay-rant 
Adjus brant (Incnaaaa *•* or Cacraasa 

OPS Dr o acd o AnB/F^yrent s 
□ate of Last Activity inQPPS 

YTD Total LhdLpI ioated F^olpients 
VTD Fa 1 1 Accepted Dl^ursanrarit Arocnt 
VTD QOPS Posted Di sbursarrent Arcxxvt 
VTD Atnini strat i ve Cbst A1 I onanoe 

Am of ^tch ID 



' -) 



011111 

as^LNi\e«nv 

VA 

133100271 
P053P 2 0003703 

00001 

05 / 26/2000 

SO. CD 
SI . 507 . 080.00 
SI .SB 7 . 00 O.OOr 

SO. 00 
SO. 00 
SO. 00 

so. GO 
05/20/2000 

0 

SO. GO 
SO GO 
SO. GO 

#0200100240520000520200100 



9BJ- IOJ A MUFFS AFRJOBBG (MY fCR /OACE) RKH) ATQ>/TS . 

SKTTIOJ B M UFF AFHJO a S-E OI_y FCR JUBT IN TING AO F^NGLi^a^JT AXCLNIS . 



ZmM 






O 5-24 

ERLC 



138 



Pell Training 2000 




Unit 5 — Requesting Data 




Each detail record that caused an adjustment is listed. 



Click Close when you 
are finished viewing the 
report . 

Click Print for a hard 
copy of the report. 
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Importing the Automatic Multiple Reporting Record 

[Slide 5-13] 



Select File/Import from 
the main menu . 

Click the Pell tab if it is 
not already selected. 

Select Multiple 
Reporting Record as 

the Import Type. 



In this demonstration, we will import an MRR file received as mes- 
sage class PGMROIOP. There are two reasons why you receive a 
Multiple Reporting Record (MRR) generated by RFMS: 

■ Potential Concurrent Enrollment — when the same student is 
reported as attending different campuses but the enrollment 
dates are within 30 days of each other. 

■ Potential Overaward Payment — when some or all of the 
disbursement reported cannot be accepted because the student 
has received 100% of the scheduled Pell Grant at other institu- 
tions. Both “Blocked” and “Blocker” institutions receive an 
MRR with status information. 

Note: For all MRR imports , you receive an edit report. For POP 
blocked \ if the MRR contains information on potential overawards , 
EDExpress will create a transfer data record for the affected student, 
or update the existing transfer record. 
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Click the File button in 
the Import From section 
to locate the file. 

Select the file 
PGMR01OP.DAT and 
click Open. 

Click Screen to send 
the output to the 
screen. 

Click OK to continue. 
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Click OK to continue. 



The Batch Statistics box indicates that three records were imported: a 
header record, a trailer record, and the MRR. 





5-28 



192 



Pell Training 2000 





Unit 5 — Requesting Data 






The Import Edit Report is displayed. It includes the Student’s ID, 
disbursed amounts, and the school to contact to resolve the problem. 

Notice that the student’s name is not on the MRR record. RFMS 
doesn’t store the student’s name. It only keeps track of the student’s 
original SSN and name code. 

In this example, since this student has received a Federal Pell Grant at 
another school, a transfer record was automatically created and stored 
on the EDExpress database. 

Transfer records are only used internally by the school. They keep 
track of other schools that have submitted records for the student. 



Click Close when you 
are finished viewing the 
report. 
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Automatic Transfer Records 

[Slide 5-14] 




Click the open file icon. 

Enter 999623133 as 
the SSN. 

Click OK 



Transfer records are created automatically when importing Multiple 
Reporting Records. Transfer records are important because they can 
help to identify potential overawards for students who transfer 
between schools. 



Click the Pell Grant tab. 



The MRR edit report we just imported indicates that there was an 
automatic transfer record created. The student currently has two 
records. In this example, the transfer record that was created 
automatically is the record displayed. 



ig 2000 2001 EDExpress fur Windows [(9996231 330P2001 00249800) ORLANDO OPJ 



£te froces* fiecord Help 



■ BI 






Original 98N: 
mt3M Nanw Co d^S 

Total Payment Ceing 
Sche^ed>^vardt 



1999623133 - 



* 

1 . $3300 

oo! 

Reporting CampusID: 

|||enctedCaf^x»ID; ^8111111'. 002490 



p 



OriginatbrttD: ' 

Ori^nation Status: • : ; • •• Transfer':""' 

Origination Processed Date: 09 / 25/2000 

RFMS Status: Blocked 

Batch ID: «M 200 i:lD 24^20001 (©1071 135 







I Credt/Do^' Hours Expected to ' j 
!|Compfete ThfeSchool Yean \ j 




§ Trar^ffi 


#"□ • 


JIT" 


WF&:-p 

Secondly EFC; 


r~ . ] 


Credt/Oock Hows in 
|iProgam^:Acatfernic Year 

lllirl^iqh'Award Amount for 
f rjEritif^' ScHMl • 

•• Number of Payment Periods . v ^5 




Secondary EFC Cede: 


na ' ■ 


^CiS|@ i 


Attendance: : 


1 1 y i 


h Stw^s||p>lyear: 


Academic Calendar: 


ru 1 

•• v tmm 


: ; Venfieeto Sj^Coda: 


HE3 


Payment Methodotoar 


P3 


low T u&on It Fees Code' 


F3 


Enrolment Status: 


r .18 

i zi 


EfHdknent Date: 




H^^fTnstrucdonal Time 

||§|^ 


i WlllMi 


fir^ceratod? 


1 T] 


Sisks of tn^ubdonaitin^: 
|| : gfegram's Academic Year:- 


f- 


ImtitutkmaJ Cross^mferwca: 1 


f— 



last Updated ::- • 

User: SYSADMIN 

Date: 08 / 30/2000 
Time: 15 : 39:50 




Record Source: 
Record 1 of 2 



A 


Date! 


i' 


i 


2 ' . 




ill® 




4 




5 




8 - v ' : 




IIIII 




8 




9 * ' 




40111 




T1 




12 




13 




Pill 




1$ - 






Demo 



FAFSA 



SAR/ISIR 



Ver. Wks 



ISIR Rvw 



ForHefe, press FI | 






Loans 



Disbuse Awards Pel Grant 



IDEOGRAM Fll£S\£DESUIT£\£O^PRESS FOR WINDOWS V 6 \«<pr <»01 .rodb 1 ^||||| 




ERIC 



5-30 



Pell Training 2000 



Unit 5— Requesting Data 






To view all of the 
student’s records, click 
the ellipsis button found 
on the tool bar at the 
top of the screen. 

Click OK. 
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Unit 5 — Requesting Data 



This RFMS status field on this record indicates that the student is 
“blocked” and payment cannot be made until the situation is 
researched with the other institution. 
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Unit 5 — Requesting Data 



Transfer Student List Report 




The Transfer Student List Report contains students who have 
transferred to your institution from other schools. You can use this 
report to monitor possible overaward situations. The report is sorted 
by the Reporting Campus, and all students with an MRR transfer 
record are listed. 



Select File/Print from 
the main menu. 

Click on the Pell tab. 

In the Report field 
select Transfer 
Student Ust from the 
drop-down menu. 

Click Screen to send 
the output to the 
screen. 

Click OK. 
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Unit 5 Exercise [Slide 5-15] 



True or False 

The ESOA summarizes your institution’s Pell disbursement authorization in 

comparison to the amount your institution has spent to date. 



Schools can use the Export function of EDExpress to create a data request file. 



RFMS stores the student’s name and prints it on the MRR record. 



Transfer records are created manually and stored on the EDExpress database. 

A “blocked” institution can pay a student the full amount reported on the disburse- 
ment record. 



Instructions 

Answer the following questions: 



1 . List the two steps involved in reviewing the ESOA Report: 



2. RFMS uses the MRR to automatically notify institutions reporting for the same student in 
what two situations? 



3. Can a request for MRR data be made manually? 
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Unit 5 Exercise, continued 



4. The ESOA includes both 



and 



data. 



5. What is the message class for Multiple Reporting Records? 



6. What are the three types of requests available in a Data Request that the school initiates? 
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Apply What 
You Learned 



In this unit you will apply some of the concepts you have 
learned today. 

[Slide 6-1] 






200 



Scenario 

When you arrive at work you find an email from your boss asking you to: 

■ Import ISIRs just received from the network (you had been expecting to do this anyway 
since this is part of your daily routine) 

■ Expedite the processing of a new student - Brendan Barley - who has just recently 
submitted his FAFSA. 

■ Meet with her at the end of the day to answer several questions. 

Instructions 

Complete the activities listed below, and then answer your boss’ questions. 

1. Import ISIRs received from the CPS (use SARA01 OP. 001). 

2. Import all ISIRs in App Express into the Pell module that have a Pell eligible EFC (from 0 
through 3100). 

3. Create an origination record for Brendan Barley. Change his enrollment start date to 1/12/ 
2001 and provide an award for the full year of $2,250. 

4. Create an export file for the origination records. 

5. Import his acknowledgement record (use PGOAOlOP.OOl). 

6. Make an MRR request for Brendan Barley’s disbursement records only. 

7. Import the MRR (PGMR010P.001). 

8. Run reports to answer your boss’ questions. 
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Your Boss' Questions 



How many ISIR records did you import into App Express? 



How many records did you import into the Pell module? 



Was Brendan Barley selected for verification? 



Have any other schools reported making payments to Brendan? If so, which one(s)? 



Can you go ahead and disburse $1, 125 to Brendan for the spring term? 



How many students on your organization database have a C code on their ISIR? 



What is the total amount of disbursements that REMS has accepted so far? 
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Processing notes/Edits 


Missing Transmission Trailer- Reject 
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No detail records - Reject transmission 
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Processing notes/Edits 
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EDExpress ignores 


ED Express PC software version number. 
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the batch. 
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Jf Attending Pell ID does not match value 
in Origination ID, then reject record 
If Attending Campus is not equal to 
Reporting Campus, then 
If Attending Pell ID is not a branch of the 
Reporting Pell ID or Central Funded, then 
reject. 




Data for this field will not be included in 
the record from EDExpress. 


No editing 


If not in range 

If AMderiric C^^ito = 2, then | art to 3 if 
PM» \ or 2 otherwise set to 2. 
l£ equal £ 

For schools required to submit special 
disbursements, reporting must have a 
valid value. 


Cannot exceed Total Payment Ceiling - 
award validation performed. Any change 
to origination data requires the Award 
Amount to be validated. 


















# 




Valid Values 


Format: 

999999999XX200 1 00099900 
Where: 

SSN - 001010001-999999999 
Name Code - XX 
Year Indicator - 2001 
Valid Attending PELL ID 
Grig Sequence Number - 00 


001010001 -999999999 


Uppercase A to Z; 
.(period); 
'(apostrophe); 
-(dash); 

Blank: no last name 


Valid PELL-ID 


Spaces 


Institution defined 


Will always be BLANK 


1 -9or BLANK 


Dollars and cents. Use leading 
zeros; do not include the $ 
sign or decimal point 
Range: 0000000 to AWARD 
AMOUNT MAXIMUM 


Description 


Unique number used to identify an 
origination. 


Student's SSN from original FAS FA. 


Student's name code from original FASFA. 


PELL- ID of attending campus. Change 
creates new origination record. Institution 
must change award amounts for student at 
original attended campus as necessary. 

i 


Reserved for future use. ' 


This field can contain any cross reference 
information useful to the institution to 
identify student records internally. 


1 

a 

2 

§ 

1 

$ 

1 

2 


Number of terms or payment periods in 
student's school year. For schools required 
to submit special disbursements, reporting 
must have a valid value. 


Amount of award for student's entire school 
year. Increases are required to be submitted 
to RFMS. j 

i 


Field Name 


Origination ID 


Original SSN 


Original Name Code 


Attending Campus PELL- ID 


ED Use 


Institution cross-reference 


Action Code 


No. of Payment Periods in 
Student's school year 


Award amount for entire school 
year 


Required 


Yes 


Yes 


Yes 


Yes 


Yes 


. o 
Z 


o 

Z 


o 

Z 


Yes 


Type 


A/N 


z 


< 


z 


A/N 


< 


< 


z 


Z 


Length 


m 


On 




NO 


NO 


m 


- 


- 


r- 


End 


m 


<N 

m 


m 


§ 


NO 


00 

NO 


On 

NO 


o 

NO 


r- 

NO 


Start 


- 




m 

m 


vn 

m 




NO 

"T 


On 

NO 


o 

NO 


NO 



On 



tH 

CM 

CM 



UJ 




O 

O 



CO 

UJ 

CD 



2 

u 

o 




£ 



o 

CM 

CM 



e 

o 

o 





St 




£■ 

3 

i* 




CO 

CM 

CM 



CM 

CM 

CM 







in 

CM 

CM 



o 



•p 



I 



a 

£ 

o 



£ 



S 



CM 

CM 



r- 

t 



A 

V 

U< 



o 

ERIC 







CD 

CM 

CM 



a 



e 




•© 

s 



CO 

CM 

CM 



o 

ERIC 




s 

e 

3 

8 



a 

<§ 

1 



£ 



a 




rH 

CO 

CM 




o 

CO 

CM 










0 

!• 



a 

s 



CO 

CO 

CM 



CM 

oo 

CM 





1.0 

CO 

CM 




S 

u 

I 



§ 



2 



§ 




^ 3 * 

CO 

CM 



o 

s 

IS 






February 17, 2000 2000-20001 RFMS PeQ Grant Record Layouts 

236 237 




o 

ERIC 




o 

co 

C\i 



3 



2 

H 

2 

a 

5 







oo 

CM 



§ 

e 



r** 




u« 









tH 

CM 




*3 

BU 



O 

o 

o 



o 



s 

r* 



o 

CM 



o 

o 

o 

fvt 




41 

u< 





T 3 

<L> 

cd 



1 2 
o **3 

O 1=2 
0 > 



0 > 

a 

o 

"O 



O 

£ 

<D 

O 

43 

0 > 



8 > 
§ £ 
1 1 
5 ^ 

i3 co 

J 2 

^ g 

l s, 

I*i 

sr co 
p a> 
»-> o 

f £ 



a> 

T 3 

O 

u 



t-4 

o 

2 



a cd 

•s> 

o TD 

T 3 J> 

8 43 
o o 

. 8,3 

ST * 

a 

<D 
<L> 

x» 

3 

43 
T 3 

O 
o 

<L> 



§ 

13 

tc 

CO 

a> 

U 3 

* »-H 

1 

T 3 



*fc * 



o 

ERIC 



o 

<N 




CO 

Of 

CM 



0 



a 

s 

g 

£ 

CO 

s 



s 




CM 

CM 




PELL GRANT RECORD LAYOUTS 








EDI 


1T07 


REF 


REF 


REF 


REF 


1T1:1T04 


CM 

o 

£ 

q 

B 


Not Mapped 






u 

© 

u 


Processing notes/Edits 


Identifier 

If Origination ID does not match on RFMS 
database, then reject record. 




No editing 


Identifier 

91-99 are Reserved for RFMS system 
generated disbursements 
If number is equal to number associated 
with Origination ID, then reject record as 
duplicate. 


If first accepted disbursement, then must 
equal U P”. 




Process Date must be within N days prior of 
disbursement date. 

If date plus 30 days > system date, then send 
30 day warning message. 

N may be different for Just In Time and 
Advance Funding Institutions. 






An Adjustment to a Disbursement record is supplied in this same format 
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Processing notes/Hdits 


If not numeric or not in valid range, then 
reject record- 


If not in valid range, then reject record. 


If End Date is less than Start Date, set Start 
Date to Start Date + 1 day. 


If invalid, not in range, or less than 
Accepted Payment Period Number, set to 
the Accepted Payment Period Number. 


Must be less than or equal to the origination 
award and consistent with the attendance 
and cost information reported for the 
payment period. 


If blank , or not within valid range (1 - 6), 
then set = Academic Calendar on file on the 
Origination record. 
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PP END DATE (20011231) 
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Range: PP START(20000101) - 
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or decimal point. Range: 
0000000-AWARD AMOUNT 
MAX 


Blank or 
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5 = Institution measures progress 
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terms, but does measure progress 
by credit hours 
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Total Payment Amount acceptable for this 
Payment Period. 


Calendar which applies to this payment 
period for the student's program of study. 


1 

•c 

1 
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1 
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Payment Period Number 


Payment Period Start Date 


Payment Period End Date 


No. of Payment Periods in 
Student's school year 


Total Payment for the Payment 
Period 


Academic calendar for this 
payment period 
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Processing notes/Edits 


Change applies to all records with the same Pell-ID , unless 
further identification (DUNS #) is provided to change only a 
particular institution 


Used to identify an institution that may be referenced by 
more than one Pell-ID. 


BLANK if unchanged. 

May edit to determine change of ownership 


BLANK if unchanged. 


BLANK if unchanged. 


BLANK if unchanged. 


BLANK if unchanged. 


BLANK if unchanged. 


BLANK if unchanged. 

Are we going to allow updating? 


BLANK if unchanged. 


* BLANK if unchanged. 


Valid Values 


Must be a valid Pell- ID code. 


Valid DUNS number. 

Format: 999999999BB 
where 999999999 is a unique 
number and BB are BLANKS. 


May be Blank. 


May be Blank. 


May be Blank. 


5 

£ 

* 

2 


May be Blank. 




May include blanks and special 
characters. 


Numeric only. No parentheses 
or dashes. 


Numeric only for first 10 
positions. No parentheses or 
dashes. 

Last 4 positions should be blank. 


Description 


Pell-ID assigned the Federal Pell Program 1 
for the participating campus. 


Data Universal Numbering Scheme 
(DUNS) number assigned to the reporting 
institution. 

This field is optional. 


Line 1 of the street or post office box 
address of institution. 


Line 2 of the street or post office box 
address of institution 


The city in which the institution is located 


The two-character code assigned by the US 
Postal Service to the state or other entity in 
which the institution is located 


The zip code plus 4 of the institution 


Internet address of an authorized official. 
Do not provide an e-mail address usable 
only with your school’s internal e-mail 
system. 


Enter the full name of the institutional 
administrator officially responsible for the 
accuracy and completeness of the data, 
starting with first name, e.g., JOHN E 
DOE. 

Do not use titles or punctuation. Do not 
enter the name of your service agent. 


Phone number for the FAA indicated 
previously, including area code and 
extension. 

Do not enter the number for your service 
agent. 


Fax number used by the FAA indicated 
previously, including area code . 

Do not enter the number for your service 
agent 


Field Name 


Pell- ID 1 

1 


DUNS Number 1 


Institution street mailing 
address - Line 1 


Institution street mailing 
address - Line 2 


Institution mailing city 


Institution mailing state 


Mailing Zip code 


FAA Email Address 


Financial Aid Administrator 
(FAA) name 


FAA telephone number 


FAA fax number 
(Optional) 


Required 


Yes 1 


No 


No 


No 
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\ 1\VV 
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Valid Values 


: Originated Institution 
: Disbursed Institution 
: None found 

Concurrent Enrollment Institution 
Blocked Institution 
Blocker Institution 
Unblocked Institution 
: Blocked and Concurrent Enrollment 
: Blocker and Concurrent Enrollment 
L* Verification W 
Shared SAR ID 


Must be a valid Pell-ID assigned by the 
Department of Education. 

May be BLANK. 


0 = Send originated institutions 
D = Send disbursed institutions 
May be BLANK. 


A = Send list of other institutions for all 
students 

S = Send list of other institutions for 
students listed in record. 

1 = Send list of students for listed 
institutions listed in record 
May be blank. 


Blank or 

001010001XX - 999999999XX 
where XX is: 

Uppercase A to Z; 

(period); 

(apostrophe); 

-(dash); 

Blank: no last name 


Valid Pell-ID. May be blank. 


666666666- 100010100 


Uppercase A to Z; 

.(period); 

’(apostrophe); 

-(dash) 

Blank (no last name). 


cx, m > co 


Description 


Code that indicates the reason the institution 
is receiving the record. 


Pell- ID of the requesting attending campus 
of the student. Will be blank for concurrent 
enrollment and potential over award 
records. 


Indicates the institution is requesting 
originated institutions or disbursed 
institutions. Will be blank for concurrent 
enrollment and potential over award 
records. 


Indicates the institution is requesting by 
selected student, selected institution, or all 
students. Will be blank for concurrent 
enrollment and potential over award 
records. 


The Student SSN and Name code for which 
a MR is requested. Will be blank for 
concurrent enrollment and potential over 
award records. 


The institution code for which MR are 
requested. Will be blank for concurrent 
enrollment and potential over award 
records. 


Student’s Original SSN from the origination 
Record. 


Student’s name code from the origination 
record. 


Field Name 


1 

1 

3 


Requesting Institution Pell- ID 


Multiple Reporting Request 
Code 1 


Multiple Reporting Request 
Code 2 


MR Student ID 


MR Institution Pell-ID 


Student Original SSN 


Original Name Code 


Required 


Output 


Request 

output 


Request 

output 


Request 

output 


Request 

output 


Request 

output 


Output 


Output 
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Valid Values 


Vlust be a valid Pell- ID assigned by the 
Department of Education. 














May include blanks and special 
characters. 


Includes area code, but not parentheses 
|or dashes. 


May be BLANK. Otherwise Includes 
area code, but not parentheses or dashes. 


Maybe BLANK. 


Range: 

0000000-AWARD AMOUNT MAX 


Range: 

0000000-AWARD AMOUNT MAX 


Range: 

01-99 


Range: 

OOOOO-EFC MAXIMUM 


CCYYMMDD 

Range: 20000101 -20010630 


CCYYMMDD 

Range: 20000401 -20060930 


Description 


Pell- ID of the attending campus of the ! 

student. Use the record type to interpret the I 
■elationship this institution has to the 
institution receiving this record. 


The name of the institution. 


rhe street or post office box address of 
institution. 


fhe street or post office box address of 
institution. 


The city in which the institution is located. 


The two-character code assigned by the US 
Postal Service to the state or other entity in 
ptoich the institution is located. 


The zip code of the institution. 


The full name of the institutional 
administrator officially responsible for the 
accuracy and completeness of the data, 
starting with first name, e.g., JOHN E DOE. 


the working phone number for the person 
indicated as FAA. 


The working fax number used by the person 
indicated as FAA. 


Internet address of an authorized official. 


Scheduled Federal Pell Grant -for a student 
with this EFC and COA attending full-time 
for a full academic year 


Annual award amount supplied on the 
origination record. 


Transaction number from the eligible SAR 
used to calculate the award. 


Amount of the student’s Expected Family 
Contribution from the SAR used to 
calculate the award. 


First date the student was enrolled in an 
eligible program for the award year. 


Date the origination was created in RFMS. 


Field Name 


Institution Pell- ID 1 


Institution name 


Institution street address - Line 
1 


Institution street address - Line 
2 


Institution city 


Institution state 


Zip code 


Financial Aid Administrator 
(FAA) name 


FAA telephone number 


FAA fax number (Optional) 


Internet address 


Scheduled Federal Pell Grant 


Origination Award Amount 


Transaction Number 


Expected Family Contribution 


Enrollment Date 


Origination Create Date 


Required 


Output 


Output 1 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 


Output 
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LX:N102 


ENT:ENT09 


Not Mapped 




BGN08 


Grant Segment 


eons 


DB02 


DB02 


DB02 


Origination Add Record 


Processing notes/Edits 




Identifier 


Identifier 


Identifier 

Change creates new origination record. 




Data for this field will not be included in 
the record from EDExpress. 


No editing 


Change usually occurs with increase in 
award amount 


Cannot exceed eligible award amount for 
student - award validation performed. 


















- 
















Valid Values 


Format: 

999999999XX200 100099900 
Where: 

SSN - 001010001-999999999 
Name Code - XX 
Year Indicator - 2001 
Valid Attending Pell ID 
Orig Sequence Number - 00 


001010001 -999999999 


Uppercase A to Z; 
.(period); 
^apostrophe); 
p (dash); 

Blank: no last name 


Valid Pell-ID 


Spaces 


Institution defined 


Will always be blank 


o 


Dollars and cents. Use leading 
zeros; do not include the S sign 
or decimal point 
Range: 0000000-AWARD 
AMOUNT MAX 


CCYYMMDD: 

Range: DISBURSEMENT 
START DATE (20000701 )-N 
days— DISBURSEMENT END 
DATE( 20060930). 


CCYYMMDD: 

Range: [see field position 68 in 
this record] or BLANK 


CCYYMMDD: 

Range:[see field position 68 in 
this record] or BLANK 


Description 


Unique number used to identify an 
origination. 


Student's SSN from original FASFA. 
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Pell-ID of attending campus. Change 
creates new origination record. Institution 
must change award amounts for student at 
original attended campus as necessary. 


Reserved for future use. 


This field can contain any cross reference 
information useful to the institution to 
identify student records internally. 


Code to indicate action to be taken. 


Number of terms or payment periods in 
student's school year. 

For schools on special disbursement 
reporting must have a valid value if not 
record will be rejected. 


Amount of award for student’s entire school 
year. Increases are required to be submitted 
toRFMS. 
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1 Record i 


1 Processing notes/Edits 




No editing 


No editing 


Identifier 

91-99 are Reserved for ED system generated 
disbursements 






Must be within N days prior of payment 
period start date. 


Field will be populated only when Payment 
Period data is desired. 

Onlv reauined on Dicbiircp-montc 


Field will be populated only when Payment 
Period data is desired. 

Onlv required on Snecial Disbursements 


Field will be populated only when Payment 
Period data is desired. 

Only required on Special Disbursements. 


Field will be populated only when Payment 
Period data is desired. 

Only required on Special Disbursements. 


Cannot exceed eligible award amount for 
student - award recalc performed. 

Field will be populated only when Payment 
Period data is desired. 

Only required on Special Disbursements. 




























Valid Values 


Format: 
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Name Code - XX 
Year Indicator - 2001 
Valid Attending PELL ID 
Orig Sequence Number - 00 
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Will always be blank 
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Dollars and cents. Use leading 
zeros; do not include the $ sign 
or decimal point. Range: 
0000000-AWARD AMOUNT 


P : positive 
N : negative 


CCYYMMDD: 

Range: 20000621 - 20060930 


Blank 

1-9 


CCYYMMDD: 

Range: PP START(20000101) - 
PP END DATE (2001 12311 


CCYYMMDD: 

Range: PP START(20000101) - 
PP END DATE (2001 123 1) 


O' 


Dollars and cents. Use leading 
zeros; do not include the $ sign 
Dr decimal point Range: 
3000000- AWARD AMOUNT 


Description 


Unique number used to identify an 
origination 


This field can contain any cross reference 
information useful to the institution to 
identify student records internally. 


Action code 


Number of the disbursement per student for 
the Award Year 


Amount of disbursement for student’s 
payment period. 


Indicates if the Disbursement Amount is a 
positive or negative 


Date this disbursement was or will be made 
to the student. 


Number used to identify which Payment 
Period this record is referencing 


Beginning date of Payment Period 


Ending date of Payment Period 


Number of terms or payment periods in 
student’s school year 


Amount of award for this Payment Period. 
Increases are required to be submitted to 
RFMS. 


Field Name 


Origination ID 


Institution cross-reference 


Action Code 
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A 



Academic Calendar 

Acceptable values are: 

1 Credit hour (nonstandard terms) — Your institution uses nonstandard terms and 
measures academic progress by credit hours. 

2 Quarter — Your institution uses standard quarters and measures academic progress by 
credit hours. 

3 Semester — Your institution uses standard semesters and measures academic progress 
by credit hours. 

4 Trimester — Your institution uses standard trimesters and measures academic progress 
by credit hours. 

5 Clock hour — Your institution measures academic progress by clock hours. 

6 Credit hour without terms — Your institution does not use terms but does measure 
academic progress by credit hours. 

Academic Year 

A measure of academic work to be accomplished by a student. A school defines its own 
academic year. However, federal statute and regulations set minimum standards to determine 
federal financial aid awards. For instance, the academic year must be at least 30 weeks of 
instructional time in which a full-time student is expected to complete at least 24 semester or 
trimester credit hours, 36 quarter credit hours, or 900 clock hours. 

Acknowledgement Record 

A file received in your SAIG mailbox from RFMS to indicate the status of batches that were 
transmitted to them from your institution. 

Adjustment Sign 

Indicates whether the net accepted change on the processed payment record is an increase (+) 
or a decrease (-). Zero change is also represented by a + (plus) sign. 

Amount Disallowed Due to Errors/Assumptions 

The portion of the student’s Total Payment Ceiling you reported that the Federal Pell Grant 
processing edits disallowed. Zero (0) indicates no disallowance applies. 
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Amount of Net Accepted Change 

Net change to the student’s Total Payment Ceiling accepted by the Federal Pell Grant 
processing edits. 

Annual Award 

Same as Scheduled Federal Pell Grant 

From 1/2 time Disbursement Schedule for this student’s EFC and COA 
From 3/4-time Disbursement Schedule for this student’s EFC and COA 
Same as Scheduled Federal Pell Grant 

From less than 1/2 time Disbursement Schedule for this student’s EFC 
and COA 

^ Warning : Additional edits used in Federal Pell Grant processing disallow Total Payment 
Ceilings that exceed 100% of the full award, if other schools have reported payments. 

Application and Pell Processing Systems Division 

This organization manages the systems for the Federal Pell Grant Program. 

ASCII 

The acronym for the American National Standard Code for Information Interchange. This is 
one of the standard formats for representing characters and text files. This format is useful 
when importing files between programs. 

Attended Campus 

For independent campuses, this is the same as your Reporting Campus. For central 
administrative campuses and offices reporting for branch campuses with a unique Pell 
institution number, this is the campus the student actually attends. 



Full-time 

Half-time 

Three-quarter-time 

Other 

Less than half-time 



Authorization to Submit Data 

Authorization to submit Pell data to the Federal Pell Grant Program. This applies to all data 
you report to the Federal Pell Grant Program. It makes an administrator officially responsible 
for the accuracy and completeness of the submitted data. 



Award Year 



The award year begins on July 1 of one year and extends to June 30 of the next year. Funding 
for Federal Pell Grants and campus-based programs is provided on the basis of the award year. 
For example, a student is paid from funds designated for a particular award year, such as the 
2000-2001 award year. The award year may be different than the institution’s school year. 
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B 

Backup 

You should always make backup copies of your data. Copy database files to floppy diskettes 
or other magnetic medium for record keeping or recovery purposes. 

Batch 

A group of records gathered in one file for processing. 

Batch ID 

This number is generated by EDExpress when an institution batches a group of records. The 
batch ID is unique to that batch and its format is specified. 

Batch Summary Report 

The Batch Summary Report provides an overview of processing results and details the number 
of records that have rejects, corrections, and accepted for the disbursement batch. The report 
also tallies the frequency of each edit/comment code. 

c 



Certification 

The initial step an institution takes to become a participant in the Pell Grant Automated Data 
Exchange. The school must call Title IV WAN Customer Service to begin the certification 
process for Electronic Data Exchange. 

This certification does not give you authorization to submit Pell data to the Federal Pell Grant 
Program; your institution must give you this authorization. 



COA 

Cost of Attendance. COA is determined by the school, within the guidelines established by 
federal statute. COA is compared to a student’s EFC to determine the student’s need for aid. A 
student’s COA includes tuition and fees, room and board expenses while attending school, and 
allowances for books and supplies, transportation, loan fees (if applicable), dependent care 
costs, costs related to a disability, and other miscellaneous expenses. In addition, reasonable 
costs for a study-abroad program and costs associated with a student’s employment as part of 
a cooperative education program, and the cost for purchase or rental of a computer may be 
included. 

For more information about the components used to calculate a student’s Pell COA, see 
Chapter 4 of the 2000-2001 Federal Student Financial Aid Handbook. 
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CPS 



Central Processing System, ED’s processing facility for application data. The CPS receives 
student information from the application processors, calculates a student’s official EFC, 
performs several eligibility database matches, prints the SAR, and produces ISIRs. 



Current SSN 

SSN, as reported by the student to the CPS as of this transaction number. If the student has 
changed the SSN through the CPS, the original SSN in the student ID will not match the 
current SSN. 



Disbursement List Report 

This report prints a list of disbursement records based on the criteria you specify in the 
Print dialog box. If no criteria are specified, then all disbursement records in Pell print 
on this report. 




Disbursement Schedules 

A spreadsheet schedule defining the student’s scheduled Federal Pell Grant Payment amount as 
a result of COA and EFC. 



DRN 



The four-digit Data Release Number printed on the student’s paper SAR. If the student did not 
list your institution on the paper FAFSA application, you may use the DRN to add your 
institution to the ISIR after receiving the student’s permission to receive the ISIR data. This 
was formerly called a PIN. 



DUNS Number 

Data Universal Numbering Scheme. This number is assigned to the organization responsible 
for drawing funds for the reporting institution. 



ED 



Abbreviation for the U.S. Department of Education. 



EDCAPS 

Education Central Automated ProcessingSystem, ED’s new centralized financial management 
system. 
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Electronic Data Exchange. EDE allows participating destination points to exchange Federal 
Student Aid application data and Federal Pell Grant payment data electronically with the 
RFMS. 

EDExpress 

Software package used to enter, manage, and report Title IV student financial aid applications 
and federal Direct Loans. 



Edit/Comments by Student Report 

This report details the edits and comments applied by the Federal Pell Grant Program for a 
single student (Single) or a group of students (Multiple) processed Pell Payment data. Only 
corrected or rejected records will have edits/comments. 

Electronic Data Request 

Electronic transmission request to the RFMS for processed Pell Payment data, YTD Data, or 
Statement of Account and Multiple Reporting Record data. 

ESOA Report 

The ESOA (Electronic Statement of Account) report details your institution’s Pell grant 
spending authorization and the amount expended (the total amount submitted on Pell recipient 
records) to date. 

Eligible Applicant File 

A file used by ED’s database that lists all the Pell-eligible ISIR/SAR transactions. If a record 
is rejected/not retained (for instance, if the Original SSN is invalid), it is not found in the 
original applicant file. 

Enrollment Date 

This is the date classes begin for the student’s program in the 1998-99 school year. The date 
cannot be less than 07/2000 (July 2000) unless the student’s program overlaps two Federal 
Pell Grant award years, as with summer school students. 

If the student is expected to complete a payment period to be paid from the 2000-2001 award 
year but which overlaps another award year, this date is the first month of classes that will be 
paid from the 2000-2001 award year. See Reported Date Enrolled. 
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Enrollment Status 

Used only for payment methodologies 1, 2, 3, and 5. 
Input values are: 

1 Full time 

2 Three-quarter time 

3 Half time 

4 Less than half time 

5 Other 



or blank 



ESOA 

Abbreviation for an Electronic Statement of Account. 

ED produces an ESOA whenever the Federal Pell Grant Program adjusts your current Federal 
Pell Grant authorization. The processing of a batch does not necessarily result in a change to 
an institution’s current Federal Pell Grant authorization. Therefore, you will not necessarily 
have an ESOA every time you have a batch processed. 




ESOA Import Report 

Details the record layout for the ESOA import. 



Estimated Disbursement Date 

The date an institution expects to make a disbursement to a student. 



Export 

The EDExpress export function creates a batch of data records that are ready to be sent to the 
Federal Pell Grant Program. The FAA must export the batch via EDconnect within the Title 
IV WAN software. 

F 



FAA 

Abbreviation for the financial aid administrator. The FAA is officially responsible for the 
accuracy and completeness of all data awards submitted to the Federal Pell Grant Program. 



FAA Fax Number 

This is the fax number, including area code, of the financial aid office for this campus. 
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FAA Name 

Financial aid administrator name. This is the name of the administrator officially responsible 
for the accuracy and completeness of all data submitted to the Federal Pell Grant Program. 

FAA Telephone Number 

This is the phone number, including area code, of the financial aid administrator officially 
responsible for the accuracy and completeness of all data submitted to the Federal Pell Grant 
Program. 

FAFSA 

Free Application for Federal Student Aid. The application filled out and filed by a student that 
collects household and financial information used by the Federal Government to calculate the 
EFC. 

The types of FAFSA include: 

■ On the Web 

■ EDExpress 

■ Electronic applications 

■ Paper FAFSA 

■ Renewal FAFSA on the Web 



FAT 

Abbreviation for Financial Aid Transcript. 

Federal Pell Grant Payment Schedule 

Schedule of Federal Pell Grant awards for full-time students attending a full year. The 
schedule is based on EFC and COA. See also Disbursement Schedules. 



Federal Pell Grant Program Hotline 

1-800/4-P-GRANT (1-800/474-7268) or e-mail: #pell_systems@ed.gov 
Call the Federal Pell Grant Program Hotline for help with: 

■ Individual record rejects 

■ Reject batches 

■ Batch status 

■ Electronic Statement of Account 

For users who do not have an e-mail account setup on the same computer as EDExpress, the e- 
mail address for the Pell Systems is #pell_systems@ed.gov. 
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Federal Pell Grant Program Institutional Access System 

1-800/4-P-GRANT (1-800/474-7268) 

Call the Federal Pell Grant Program Institutional Access System for help with: 
Financial information 
Batch processing status 
Document requests 
Messages 
Customer support 

See the Pell Payment Desk Reference for more information. 




Federal Student Aid Hotline 

1-800/4-FED-AID or 1-800/433-3243 

Call the Federal Student Aid Hotline for help with: 

■ Student Financial Aid Program questions 

■ NSLDS Borrower Tracking Questions 

■ Distribution of Selected Publications 

Representatives are available to assist you 7 a.m.-7 p.m. CT, Monday through Friday, 
excluding holidays. 



Federal Student Aid Information Center 

1-319/337-5665 

Call the Federal Student Aid Information Center for help with: 

■ Application status 

■ Address and School Changes (student only) 

■ Duplicate Student Aid Reports 

Representatives are available to assist you 7 a.m.-7 p.m. CT, Monday through Friday, 
excluding holidays. 




Financial Control 

A code indicating the source of financial control for your institution. Use the code that best 
describes your institution: 

1 Public 

2 Private, nonprofit 

3 Proprietary 
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G 



GAPS Award 

Grants Administration and Payment System Award. A program within EDCAPS that supports 
Title IV award and payment administration. GAPS houses the complete grant cycle. Under 
GAPS schools can request funds through each Student Financial Aid program using the 
program and fiscal year designation that ED has assigned to the authorized funds. 

GED 



General Education Development certificate. Students receive a GED if they have passed a 
high school equivalency test. 

H 



Hours/Credits in Program Academic Year 

This is the total number of clock hours or credit hours in the academic year definition for the 
program of study in which the student is enrolled. Provide this information if the school 
measures academic progress by clock hours or credit hours, but does not have terms. 

I 



Import 

The Import function pulls files into the EDExpress database, from batches transmitted by the 
Federal Pell Grant Program (RFMS) to your institution mailbox. 

Incarcerated 

Students incarcerated in federal or state penal institutions are not eligible to receive Federal 
Pell Grants. This includes penal institutions of jurisdictions, such as the District of Columbia, 
defined as a state in the HE A. 

Institution Type 

A code describing the length of the majority of programs at the institution. Use the code that 
best describes your institution. This number can range from one to six. 

1 Less than one year 

2 One year but less than two years 

3 Two years but less than three years 

4 Three years but less than four years 

5 Four years (baccalaureate degree only) 

6 Five years or more 

Institutions that cannot be described by one of these codes should leave this field blank. 
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Institutional Cross-Reference 

This can be any cross-reference information useful to identify student records internally at 
your campus. 

Institutional Disbursement Option 

Sew for 2000-2001- Cash Monitoring Level 2/Reimbursement is a new Institutional Disburse- 
nent option on the Pell Institution setup screen. This option, option 3, is used by Cash Moni- 
toring Level 2 schools and schools who are on reimbursement and prompts an edit requiring 
these schools to complete special disbursement records that are then reviewed by the regional 
case management oversight and reimbursement analysts. 

Advanced, Just-in-Time Funding, and Cash Monitoring Level 2/Reimbursements methods are 
the three options available for disbursing funds in Pell. 

Option Funding Method 

1 Advanced Funding 

2 Just In Time 

3 Cash Monitoring Level 2/Reimbursements 



Institutional Student Information Record. A federal output record that contains the student’s 
EFC as calculated by the CPS and all the financial and other data submitted by the student on 
the FAFSA. 

The ISIR can be received electronically by schools that participate in the EDE system, if the 
student has authorized the institution to receive the data. 

An EFC does not necessarily indicate the student is eligible to participate in the Federal Pell 
Grant Program. The Federal Pell Grant Program serves undergraduate students only. If the 
student’s application indicates the student has a bachelor’s degree or is enrolled in a graduate/ 
professional program, the student is ineligible for a Pell award. 



Abbreviation for a Local Area Network. Method of connecting several PCs and allowing them 
to share software, files, and devices such as printers. 




ISIR 



L 



LAN 



LOA 



Abbreviation for a Letter of Application. This is the agreement schools must sign to 
participate electronically in EDE. 
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List - Batch Activity Report 

This report prints an activity log of all batches created in the Pell module. 

List - Processed Disbursements Year-to-Date Report 

This report prints a listing of the totals for all accepted or corrected disbursement records in 
the database. Dollars and cents print for all amounts on this report. 

M 



Message Classes 




<all> 


Grant Header Records 


<all> 


Grant Trailer Records 


PGRAOIOP 


Data Request Acknowledgement 


PGRQ01IN 


Data Request Record 


PGDAOIOP 


Disbursement Acknowledgement Records 


PGDR01IN 


Disbursement Records 


PGTXOIOP 


ED Comments in ASCII Text Format 


PGLTOIOP 


ED Letters in PDF Format 


PGEOOIOP 


External Origination Add Records 


PGEDOIOP 


External Disbursement Add Records 


PGIAOIOP 


Institution Data Acknowledgement 


PGID01IN 


Institution Data Record 


PGMROIOP 


Multiple Reporting Record 


PGOAOIOP 


Origination Acknowledgement Records 


PGOROIIN 


Origination Records 


PGSDOIOP 


Special Disbursement Acknowledgement Record 


PGSP01IN 


Special Disbursement Record 


PGASOIOP 


Statement of Account Records 


PGYROIOP 


Year to Date Records 
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Multiple Reporting Record 



The RFMS responds to data requests for multiple reporting information with a file that 
acknowledges other institutions that have reported origination and/or disbursement data for 
their students. 

Six options are available for requesting multiple reporting information: 

OA Originated students for all institutions 
OS Selected originated students 

01 Originated students for selected institutions 

DA Disbursed students for all 

DS Selected disbursed students 

DI Disbursed students for selected institutions 

For all MRR imports, you receive an edit report. 

N 



Name Code 



The name code is the original first two characters of the student’s last name as processed by 
the Application Processing System. For example, for the student “O’Boy, Virginia E.,” the 
first two characters are “0”’and are the first two characters in the name code. 



Number of Payment Periods 



If you enter 6 (Other) in the Payment Frequency field, you must report the number of 
payments you make to your Federal Pell Grant recipients in a school year. 



o 



Original SSN 

The Original SSN is the first Social Security number (SSN) reported by the student as it was 
first processed through the Application Processing System for this award year. This is the 
number that must be entered when creating a new Pell Payment data record. 

If the student or the Application Processing System made an error in this number, and the 
student files a Part 2 SAR correction, the student’s Current SSN changes, but the Original 
SSN remains the same. 

If the student makes an error and shares an Original SSN with another student also seeking a 
Pell Grant award, the error must be corrected via a Correction Application. 

For more information see Origination ID. 




Pell Training 2000 



B-13 




Appendix B - Glossary 



Origination ID 

Each payment record has a unique origination ID that Pell assigns when you create the record. 

The ID is 23 characters long and is composed of: 

■ Student’s original SSN as it was processed in the CPS 

■ Name code (first two characters of the last name as they appear on the first 2000-200 1 
FAFSA from the applicant) as it was processed in the CPS 

■ Award year 

■ Attended Campus Pell ID 

■ Origination Sequence Number assigned by the EDExpress software 

Origination Record 

The Origination Record is used to report to RFMS that the school intends to make a Pell Grant 

payment to a particular student. 

Origination List Report 

This report prints a list of origination records based on the criteria you specify in the Print 

dialog box. If no criteria are specified, then all records in Pell print on this report. 

Origination Status 

This box indicates the current status of the origination record. Valid entries include: 

A Accepted 
B Batched 
E Error 
N Not Ready 
R Ready 
T Transfer 

P 



Packaging 

An EDExpress component that allows you to create award packages, maintain established 
fund balances, create award letters, and create data to use in FISAP reporting. You can create 
Pell Origination records by importing from the Packaging module. 

Program Participation Agreement 

Also called a PPA. The PPA is a form used to indicate the type of EDE service for which a 
destination point wants to participate. Only schools new to EDE or schools wanting to change 
their EDE services need to complete this form. 
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Payment Methodology 

Method of calculation used to determine a student’s award, established in the final Federal Pell 
Grant Program regulations published November 1, 1994. 

The five methods are: 



1 Standard-term, credit-hour program where weeks in program’s academic year is greater 
than 30 weeks 

2 Standard-term, credit hour program in which the weeks in program’s academic year is 
less than 30 weeks 

3 Any term-based, credit hour program 

4 Clock-hour programs and credit hour programs without terms 

5 Programs offered by correspondence 

See Chapter 4 of The Federal Student Financial Aid Handbook for more information. 



Pell 




The EDExpress Pell module is used to report student data to the Pell Grant Recipient and 
Financial Management System (RFMS). RFMS is a Title IV automated system that supports 
the operational mission of the Federal Pell Grant Program managed by the Application and 
Pell Processing Systems Division (APPSD) and the Student Aid Origination Team (S AOT). 
Serving the recipients of grants from the Pell Grant Program, RFMS contains data on Pell 
Grant recipients and manages the disbursement and accounting of Pell Grant funds to 
institutions. RFMS collects both Pell origination and Pell disbursement records for students 
who are Pell eligible. 



Pell Origination Record Report 

This report will print any record in Pell. You may opt to print out edits/comments and/or 
disbursement information by clicking the appropriate option in the Print dialog box. 



Pell Processing Date 

Date that the payment record was processed through the RFMS. 



Process Date for Application Transaction 

Date that the student applicant transaction (with a specific transaction number) was processed 
by the CPS. 

Processed Edits/Comment Codes 

These codes correspond to unique messages created in RFMS when student payment data 
reported by the institution is found to be in error or inconsistent with related data. 
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Processing Cycle 

Corresponds to a specific award year and refers to the time period during which the Federal 
Pell Grant Program accepts data. In the 2000-200 1 Pell Grant award year, the processing 
cycle is July 1, 2000 - September 30, 2001 . 

Processing Date 

Date that the payment record was processed through the RFMS 



Record Layouts 

This report lists all the fields for the record layouts specific to the Federal Pell Grant program. 
The printed report includes the field name, field length, start position, and end position. 
Available record layouts include: 



RL - Grant Header Record 


RL - External Origination Add Record 


RL - Grant Trailer Record 


RL - External Disbursement Add Record 


RL - Origination Record 


RL - Institution Data Record 


RL - Origination Acknowledgement Record 


RL - Institution Data Acknowledgement 
Record 


RL - Disbursement Record 


RL - Data Request Record 


RL - Disbursement Acknowledgement Record 


RL - Data Request Acknowledgement Record 


RL - Special Disbursement 


RL - Multiple Reporting Record 


RL - Special Disburse. Acknowledgement 
Record 


RL - Year-to-Date Origination Record 


RL - ESOA - Summary 


RL - Year-to-Date Disbursement Record 


RL - ESOA - Detail 


RL - Year-to-Date Summary Record 


Regenerate 





To regenerate a batch means to recreate the batch with the same number of records and the 
same batch number as the original batch. This function is useful when a batch is corrupted or 
lost in transmission or when you cannot find the original batch file. 

Reported Date Enrolled 

First date the student was enrolled, as reported by the institution (see Date Enrolled This 
Award Year). This date cannot be earlier than 01012000. 

For information about terms across award years, see Chapter 4 of The Federal Student Aid 
Handbook 2000-2001. 
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Reporting Campus 

This is the six-digit Pell Institution Number for a participating independent campus or central 
administrative campus/office for branch campuses that have unique Pell IDs. The Reporting 
Campus is the funded institution. 



RFMS 

Abbreviation for the Recipient and Financial Management System. 

s 



SAIG 

The SAIG or Student Aid Internet Gateway links thousands of network nodes, or destination 
points across the United States, its territories, and certain ED-designated foreign countries to 
the Higher Education Act’s Title IV Student Financial Aid Programs and delivery system. 

Destination points communicate with the SAIG using a PC or mainframe computer to transmit 
and receive data. Destination points are postsecondary institutions. Loan Origination Centers, 
guaranty agencies, lenders, ED headquarters and regional office personnel, ED Title IV 
Applications System contractors, state scholarship and financial aid organizations, other 
federal agencies, and ED-designated entities. 




SAR Information Acknowledgement 

A non-correctable one-page SAR composed of Part 1 only; it is sent to students who transmit 
electronic applications or corrections through their schools. 



Scheduled Federal Pell Grant 

The amount that would be paid to a full-time student for a full academic year within this Pell 
Grant award year based upon the student’s EFC and COA. See Payment Schedule for the 
2000-2001 award year amounts. 



School Year 

The institution’s academic year. The school year may be different than the Federal Pell Grant 
Program Award Year. 





Pell Training 2000 



B-17 





Appendix B - Glossary 



Secondary EFC Used Code 

A code indicating the EFC on which the institution based the student’s Federal Pell Grant 
award. 

The acceptable values are: 

0 Award previously based on secondary EFC. 

S Award based on secondary EFC 

Blank Primary EFC used in calculating award 

If the student’s award data in the RFMS is updated to show a change in the award 
calculated when using the secondary EFC, but the student doesn’t have a secondary EFC, 
the data is rejected. To show the student’s data has been updated to show the change in 
the award, the FAA must report S (Secondary EFC used in calculating award) or the data 
will continue to be rejected. 

Security Level 

The access to groups of functions that is assigned to each user of EDExpress by the system 
administrator. 

Security Level Functions available 

1 System administrator — all functions 

2 All functions except Utilities and Security 

3 Report functions only 



SOA 



Statement of Account. The SOA is a summary of a school’s Pell Grant award year account 
produced when authorization level changes. 



SSN 

Social Security Number. It is the nine-digit identifier assigned by the Social Security 
Administration (SSA). 

SSN/Name Differences Report 

This report lists all records that have Original SSNs that are different from Current SSNs or 
Name Codes that are different from the first two characters of the last name. 

Students by Payment Period Report 

This report lists all records and their payment status by payment period. 
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Title IV WAN Customer Service 

1-800/615-1189 

Call Title IV WAN Customer Service for help with: 



■ Transmission errors 

■ Billing and invoices 

■ Network password changes and resets 

■ OPEnet software 

■ EDE enrollment and participation 

■ Software and user manual distribution 

Representatives are available to assist you between 7 a.m. and 10 p.m. CT, Monday through 
Friday, excluding holidays. You may also send your inquiries via e-mail to t4wan@ncs.com. 




Total Payment Ceiling 

The maximum available award a student may receive during a full academic year for a given 
enrollment status, EFC, and COA. This amount is also based on the payment methodology and 
eligibility used. 

Trailer 



The control record at the end of each batch transmission. A trailer error causes the batch 
to be rejected. 



Transaction Number 

The two-digit number that identifies a valid Pell-eligible ISIR/SAR transaction used to 
calculate and disburse the student’s award. The student’s SSN, the name code, and the 
transaction number used together form the Original SSN. 

If you would like to change the transaction number, click the ellipsis (...) button. This 
displays a grid of all Pell eligible ISIRs on your database for the student. When you select a 
transaction, EDExpress automatically defaults in the associated EFC, Secondary EFC, and 
Verification Status values on the origination record. 

For more information, see ISIR and SAR. 
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Transfer Student List Report 

The Transfer Student List report lists all transfer students with disbursement records. 

Types of Eligible Institutions 

The institutional eligibility regulations define three types of eligible institutions. Under all 
three definitions, a school is eligible to participate in all the SFA Programs, provided the 
school offers the appropriate type of eligible program. 

Public schools are tax-supported, nonprofit institutions. 

Private schools are nonprofit institutions supported primarily by a non-governmental agency. 
Proprietary schools are private, for-profit institutions. 

Note: A school can meet the definition of more than one type of institution. 

u 



User ID 

A user ID is a string of one to eight characters that identifies you in EDExpress. When 
logging in to EDExpress, you enter your user ID and password. 

The first time you log in, the default user ID and password is SYSADMIN. EDExpress 
prompts you to change the default by creating a new user ID and password. Within Security, 
you can then establish user groups, IDs, and passwords for your staff. 

V 



Verification Status Code 

A code that you enter that best describes the method under which you made payment to the 
student, as described in the Verification Handbook. The codes that can be entered are: 

N Not selected for applicant data verification by CPS 

A Accurate data 

W Without documentation (made first payment before completing applicant data 
verification) 

T Tolerance 

C Calculated 

R Reprocessed corrected applicant data through CPS (transaction number 02-99 only) 

S Selected for applicant data verification by CPS; 30% verification limit for applicants 
reached, or institution is exempt from process, because applicant data not verified 

Note: An * (asterisk) after the EFC indicates the CPS selected the student for applicant data 
verification. N (not selected) is invalid for students the CPS selected. 



rz 
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Weeks in Program Academic Year 



The number of weeks of instruction in the institution’s academic year. 
Blank Schools using payment methodology 1 

30-78 All other payment methodologies 



The number of weeks of instruction in the institution’s academic year. If an institution’s 
Academic Year is less than 30 weeks, you must report 30 due to Federal Pell Grant Program 
minimum requirements. If an institution’s academic year is greater than 30 weeks, report the 
actual number of weeks required. 

Weeks Used to Calculate Payment 

The total number of weeks of instruction in the student’s program of study’s Academic Year. 

Blank Payment methodology 1 

00-29 Payment methodology 2 

00-78 All other payment methodologies 

See Chapter 4 of The Federal Student Financial Aid Handbook for examples of 
award calculations. 



YTD Data 

Year-to-date data. Total year-to-date processed payment records that were not rejected/not 
retained and were accepted by the RFMS for an institution as of the current date for a 
school year. 

YTD Data Request Record 

Details the record layout for the year-to-date EPPD data requests. 




Y 
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Appendix C - Exercise Answers 



Unit 1 - Lesson 1 

Now let’s try an exercise to see how much you’ve learned about the RFMS process. 

Click the icon on your desktop called “RFMS Puzzle.” Follow the directions. You’ll come to a 
screen with out-of-order pieces of the RFMS diagram we saw earlier. Your goal is to create a 
logical flow chart of the process by using your mouse to drag and drop the pieces of the 
puzzle. If you make a mistake, the puzzle piece returns to its starting position. If you are 
correct, the puzzle piece stays in place in its new position. Take a few minutes to work on this, 
and have fun! 
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Unit 1 - Lesson 2 



Instructions 



Use the steps outlined below and the following data to complete the setup for the reporting 
campus that we demonstrated in class: 



Step 


Action 


1 


Select Too WSetup/Pe 11/Institution from the main menu. 


2 


Identify the campus as reporting by clicking on the Reporting icon. 


3 

i 


Click OK. 

The Pell Institution Setup screen is displayed. 


4 


Type the reporting campus Pell ID, which is 01 1 1 1 1 . 

The name and address fields for the institution automatically default from the EDExpress 
Institution database. 


5 


Complete the Miscellaneous Information section of the screen by selecting the value provided 
below for each field. 


6 


Click on the Estimated Disbursements button and enter the Estimated Disbursement Dates. 


7 


Complete the Enrollment Information section of the screen by selecting the value provided 
below for each field. 


8 


Complete the Cost of Attendance section of the screen by selecting the value provided below 
for each field. 


9 


Complete the FAA Information section of the screen by selecting the value provided below for 
each field. 


10 


When all of the information is entered, click the Save icon to save the record. 




Field Value Data: 



Pell ID Information 


Institution Information 


Reporting Campus: 011111 


Name: 


SFA University 


Attending Campus: 011111 


Address 1: 


123 Main Street 




City: 


Anytown 




State: 


VA 




Zip: 


22203 




Default Institution? Yes 
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Unit 1 - Lesson 2, cont. 

Field Value Data, continued: 



FAA Information 

Name: M SMITH 

Internet: msmith@sfa.edu 

Telephone Number: 999-99-99999 


Misc Information 

Institution Type: 6 

Financial Control: 1 

Institutional Disbursement Option: 1 

Enrollment Date: 08/28/2000 

Number of Payment Periods 
in Student’s School: 2 

Estimated Disbursements: 09/01/2000 

01/15/2001 


Enrollment Information 


Cost of Attendance 


Enrollment Status: 1 


1: 10,000 


Academic Calendar: 3 


2: 12,000 


Payment Methodology: 1 


3: 14,000 


Weeks in Program Academic Year: 




Hours/Credits in Program 




Academic Year: 





1 . Which cost of attendance figure will be automatically placed on each student’s record? 

The first one 



2. How can you tell which fields require an entry? 

The yellow fields require a valid entry before EDExpress will save the record. 



3. What is the primary purpose for Pell Institution Setup? 

To save you keystrokes and effort. Values entered in Pell Institution Setup are 
added automatically to each student’s record, so you do not have to enter 
them manually. If necessary you can change default data on a student's 

record. 
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Unit 2 - Lesson 



1 



Instructions 

Complete the following true/false quiz to review what you have learned so far about origination. 

True or False 



T You must have an accepted origination record on file at the RFMS for every student 

who receives a Federal Pell Grant. 

F The student must be enrolled at your school before you can transmit an origination 

record. 



F Your origination record will be rejected if another school has submitted an origina- 

tion record for the same student. 



T You can send the origination record at the same time as the disbursement record. 




F 



You are required to disburse Pell Grant funds to the student on the dates you 
indicate on the origination record. 



F Your disbursement record will always be rejected if it reports a disbursement 

amount less than the award amount on the origination record. 



T Your origination record will be rejected if the student did not submit a valid. Pell 

Grant-eligible FAFSA. 



F You do need to notify RFMS if you submitted an origination record for a student 

and the student did not actually receive a Pell Grant. 

F The RFMS will reject your origination record if it calculates an award amount 

higher than the one you reported. 



F You are required to use EDExpress to create origination records. 
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Unit 2 - Lesson 2 

Scenario 

You are a financial aid administrator at SFA University. George Jones, a new student at your 
school, brings his SAR to you. You have not yet received his ISIR yet because he did not 
indicate SFA University on his FAFSA. However, you want to go ahead and create an origina- 
tion record for him anyway. 

George’s information follows: 

SSN: 

Transaction Number: 

EFC: 

Enrollment status: 

Origination Award Amount for 
Entire Year: 

Verification Status: 

Instructions 

1 . Create and save an origination record for George Jones using the steps provided below. 

2. Answer the questions at the end of the exercise. 



891 - 11-1111 

01 

372 

Half-time 

1475 

N 



Step 


Action 


I 


Select File/New from the menubar 


2 

j 


Type the SSN, then click OK 

The demographic record is displayed. 


3 


Type the student’s last and first name. 


4 


Click the diskette icon to save the record. 


5 


Click OK. 


6 


Click on the Pell Grant tab to move to the Pell 
Grant origination screen. 


7 


Click on the + button to create a new record 


8 


Type the student's name code and click OK. 


9 


Enter the student's information in the 
appropriate fields. 

Press Tab to move forward through the fields. 
Press Shift-Tab to move in reverse. 


10 


Click the diskette icon to save the record. 


II 


Click Yes. 


12 


Click OK. 


13 


Select File/Close from the menu bar. 
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Unit 2 - Lesson 2, cont. 

1 . What function key is used to see what data is acceptable for required fields? 

FI 

2 . What numeric code is associated with half-time enrollment status? 

3 

3. What is George Jones’ Total Payment Ceiling? 

$1475 

4. What would George Jones’ Total Payment Ceiling be if he was attending full-time? 

$2950 

5. Is George Jones’ record ready to be batched for transmission to the RFMS? 

Yes 
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Unit 2 - Lesson 3 

Scenario 

You would like to originate Pell Grant awards for ISIRs you have just received that were not 
selected for verification. You do not want to originate the records that have been selected for 
verification until you have completed the verification process. 

Instructions 

1 . Import all ISIR records that were selected for verification into the Pell module. If neces- 
sary, use the step-by-step keystroke instructions below. 

2. Review the questions at the end of the exercise, and answer them as you proceed through the 
exercise. 



| Step 


Action 


1 


Select File/Import from the menu bar. 


2 


Click the App Express tab. 


3 


Select ISIR Data - Automatic as the import type. 


4 


Click the File button, then click on SARA01OP.DAT. 


5 


Click Open. 


6 


Click Screen to route your edit report to the screen. 


7 


Click OK. Review the batch import statistics. 


8 


Click OK. Review the Import Edit Report. 


9 


Click the Close button on the toolbar. 


10 


Select File/Import from the menu bar. 


11 


Click the Pell Grant tab. 


12 


Select Origination Data - ISIRs as the import type. 


13 


Click Screen. 


14 


Click Selection Criteria. 


15 


Click the ellipsis button next to Query Title. 


16 


Click on Not Selected for Verification. 


17 


Click OK. 


18 


Click OK again. 


19 


Click OK to begin importing. 


20 


Review the batch import statistics, then click OK. 


21 


Review the Import Edit report, then click Close on the 
tool bar. 
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Unit 2 - Lesson 3, cont. 

1 . How many records did you receive from the CPS and import into the App Express module 
of EDExpress? 

15 data records 

2 . How many records did you import into the Pell module? 

10 

3. Are the records you imported into the Pell module ready to be batched for transmission to 
RFMS? 

No 
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Unit 2 - Lesson 4 

Scenario 

After importing all of the ISIRs not selected for verification (completed as the Lesson 3 

exercise), you decide to update selected origination records with award amounts of $3,300. 

Instructions 

1 . Use the Multiple Entry function to update the award amount to $3,300.00 on all origination 
records in your database that have an EFC = 0. Also, change the origination status of all 
records to “Ready” using the Multiple Entry function. If necessary, use the step-by-step 
instructions below. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Select Process/Multiple Entry/Pell from the 
menu bar. 


2 


Mark the Award Amount field, and enter 3300 
as the value. 


3 


Mark the Ready to Export field and the box in 
the value column. 


4 


Click Screen as the Report Destination. 


5 


Click the Selection Criteria button. 


6 


Click the ellipsis button next to the Query title. 


7 


Click on EFC = 0 and then click OK. 


8 


Click OK. 


9 


Click OK again. 


10 


Click Save, then click Yes twice to confirm. 


11 


Review the Edit report, then click the close 
button on the toolbar. 



1. How many records were successfully updated with an award amount of $3,300? 

3 



2 . Are these records ready to be batched for transmission to RFMS? 

Yes 
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Unit 2 - Lesson 5 

Scenario 

As you arrive at work this morning, you read an e-mail from your boss asking you to complete 
two tasks before noon. 

■ Export the origination records you have created so that your EDExpress administrator 
can transmit the file to the REMS today. 

■ Provide your boss with a list of all origination records that have been created for 
independent students. 



Instructions 



1 . Export all origination records and print an origination list, in origination ID order, 
containing only independent records. If necessary, use the step-by-step instructions below. 

2. Answer the questions at the end of the exercise. 

3. Refer to the origination status codes on page 2-21 if necessary. 





Step 


Action 


1 


Select File/Export from the menu bar. 


2 


dick the Pell tab. 


3 


Select Origination Data - RFMS as the export 
type. 


4 


Click OK. 


5 


Review the Export Statistics box. Click OK to 
continue. 


6 


Select File/Print from the menu bar. 


7 


dick the Pell tab. 


8 


Select Origination List. 


9 


dick Screen to route the listing to the screen. 


10 


dick Selection Criteria. 


11 


Click the ellipsis button. 


12 


dick Dependency Status, then click OK. 


13 


Click OK again. 


14 


Use the list in the Field Value column to select I, for 
Independents. 


15 


dick OK, then click Close. 

You have developed a query to select your 
independent students on the database. 


16 


dick OK to run the report. 


17 


Review the report, then click the dose button. 
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Unit 2 - Lesson 5 , cont. 

1 . How many origination records were in the batch that you exported? 

4 



2. What was the message class of the batch that you exported? 

PGOR011N 



3. What was the origination status on the records you exported before you exported them? 

Ready 



4. What was the origination status on the records you exported after you exported them? 

Batched 



5. How many records for independent students are in your database? 

2 



6. How many of the records for independent students have been exported? 

2 
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Scenario 

One of your job responsibilities is to import and review all origination records received from 
the RFMS. Your processing schedule indicates that you import acknowledgements. 



Instructions 



1. Import the acknowledgement file that is in your C:\IAM\DATA folder. If necessary, use the 
step-by-step instructions below. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Select Files/Import from the menu bar. 


2 


Click the Pell tab. 


3 


Select Origination Acknowledgement - RFMS as the import type 


4 


Click File. 


5 


Click on the PGOA0lOP.DAT file, then click Open. 


6 


Select Screen, then OK. 


7 


Review the edit report box, then click OK. 


8 


Review the edit report, then click Close. 




1 . What was the message class that you imported? 

PGOAOIOP 

2. How many records were in the acknowledgement file? 

4 data records 

3. What was the total amount of the awards accepted by RFMS? 

$11375 

4. Where in EDExpress could you find information about the batch you just imported and all 
other batches that you have imported and exported? 

Go to Tools/Browse/Pell and select Batch Activity. 
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Instructions 

1 . Read the two scenarios and answer the questions that follow. 

2. Take the true/false quiz to review and reinforce what you have learned so far about dis- 
bursements. 

Scenario #1 

You are using a system — other than EDExpress — to create origination and disbursement 
records. You create an origination record for Jane Hughes showing an award amount of 
$1,850. You submit a disbursement record for the first payment period with a disbursement 
amount of $ 1,650. You submit a disbursement record the second payment period that also has 
an amount equal to $1,650. 

1 . What information will appear on the acknowledgement record for the first disbursement? 

Disbursement amount $ 1650 

Action Code A 

A = Accepted 
C = Corrected 
E = Rejected 

2. What information will appear on the acknowledgement record for the second disbursement? 

Disbursement amount $ 200 

Action Code C 

A = Accepted 
C = Corrected 
E = Rejected 

Scenario #2 

During the summer of 2000, you submit an origination record for Jim Hogan showing an 
award amount for the full year of $2,350. The award amount assumes that Jim will attend full- 
time. In early September, you submit a disbursement record showing that you plan to make a 
payment to Jim of $783.33 on September 21 st , after the beg inning of the first term. The 
disbursement amount assumes that Jim will enroll half-time. However, a week before the 
actual disbursement date, Jim changes his enrollment status to full-time. He now is entitled to 
only $391.67. You need to send another disbursement record to the RFMS reporting the 
change. 

1 . What information do you report on the disbursement record? 

Disbursement Amount $ 397.66 

Debit/Credit Indicator A/ 

P = Positive 
N = Negative 




14 



2. Do you need to submit another origination record? 

No 
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True or False 

T You must report to the RFMS each Pell Grant disbursement made to each eligible 
student. 

T Your school may submit special disbursement records even if it is not on the 
Reimbursement or Cash Monitoring funding methods. 

F Under certain conditions, RFMS will accept a disbursement record before it has 
received and accepted an origination record. 

F Schools under the Advance funding method are required to submit disbursement 
records within five days of making payment to the student. 

T If you submit an origination record with a verification status equal to W, RFMS 

will not accept a second disbursement record for the student until you submit a new 
origination record indicating that you have received full documentation from the 
student and have completed verification. 



Activity 

For training purposes, we need to set the date on each PC to 08/30/200 so that the system will 
accept any disbursements that we process. 

Complete the following steps to change the date on your computer: 



Step 


Action 


1 


Click on the Start button oh the Windows Start up screen. 


2 


Select Settings. 


3 


Select Control Panel. 


4 


Double click on the Date/Time icon. 


5 


Select the month August from the drop down menu. 


6 


Click on the day, the 30 th , on the calendar. Leave the year at 2000. 


7 


Click OK to process the date change. 
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Unit 3 - Lesson 2 

Instructions 

Read the two scenarios and answer the questions that follow. 

Scenario #1 

Eric James is enrolled in a clock hour program at Hogan Technical Institute. Hogan reports an enrollment 
date of August 30, 2000 on the origination record it submits for Eric. Eric is also enrolled part-time at 
Bay Community College. Bay submits an origination record showing a September 7, 2000 enrollment 
date. Both origination records show that Eric’s Scheduled Award is $3,300. Hogan Technical Institute 
transmits a disbursement record on August 23 rd - with a disbursement amount of $1,650. On September 
7 th , Bay Community College also submits a disbursement record with a disbursement amount of $1,650. 

1 . Will the disbursement amount on Hogan’s disbursement record be accepted by the RFMS? 



2. Will an MRR be sent to both schools after Hogan submits its disbursement record notifying them that 
Eric is concurrently enrolled? 

No 

3. Will the disbursement amount pn Bay’s disbursement record be accepted by the RFMS? 



4. Will an MRR be sent to both schools after Bay submits its disbursement record? If yes, what record 
type flag would appear on the MRR? 

Ves, CE 

Scenario #2 

Jamel Wilkins enrolls in Big State University for the fall term. Big State submits an origination record 
with an enrollment date of August 24, 2000 and an award amount of $3,300. On August 20, the financial 
aid office creates and submits a disbursement record for Jamel showing a disbursement amount of 
$1,650, or 50% of his scheduled award. 

For the spring, Jamel decides to continue full-time at Big State and enroll for two courses (as a half-time 
student) at Bay Community College. Bay submits an origination record for Jamel on December 20 
showing an enrollment date of January 15, 2000. They submit a disbursement record on January 10 with 
a disbursement amount of $825, or 25% of his scheduled award. Bay receives an acknowledgement 
record that indicates that the disbursement amount was accepted by RFMS. Big State submits a dis- 
bursement record for Jamel’s spring semester on January 20 with an award amount of $1,650. They 
receive an acknowledgement record indicating that a reduced disbursement amount was accepted. Both 
schools also receive an MRR at this time. 

1. Why wasn’t an MRR generated after Bay submitted its disbursement record? 

There was no potential overpayment nor concurrent enrollment situation at this point 

2. What disbursement amount was accepted on the disbursement record submitted by Big State Univer- 
sity on January 20 th ? 

$825 

3. What record type flag was on the MRR sent to Bay Community College? 



yes 



yes 



PB 



4. What record type flag was on the MRR sent to Big State 




PR 
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Scenario 

Your boss has asked you to create disbursement records for the four accepted origination 
records that you received from the RFMS this morning. 

Instructions 

1 . Enter a disbursement date of 09/15/2000 for all records that have been accepted at the 
RFMS. Give George Jones (SSN: 891-11-11 1 1) a first disbursement of $737.50; give the 
remaining three students each a first disbursement of $1650.00. Use the most efficient way 
possible to create the records. Use the step-by-step instructions below, if necessary. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


I 


Select Process/Multiple Entry/Pell from the menu bar. 


2 


Select Ready to Export and click the box in the Value column. 


3 


Select Disb Submit Date and enter 09152000 as the value. 


4 


Select Screen. 


5 


Click Selection Criteria. 


6 


Click ellipsis button next to Query title. 


7 


Select RFMS Status and click OK. 


8 


Click OK again. 


9 


Select A under Field Value. 


10 


Click OK, then click Close. 


11 


Click OK. 


12 


Enter the correct amounts in the Disb Submit Amount column. 


13 


Click Save. 


14 


Click Yes to save, and click Yes again to confirm. 


15 


Review the edit report, and click Close. 
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1 . Are all records ready to export for transmission to the RFMS? 

Yes 



2. What other method might you have used to enter and save the disbursement records? 

Create each record manually 



3. If George Jones’ origination record had been sent to the RFMS, but an acknowledgement 
had not yet been received, would EDExpress have allowed you to enter and save a disburse- 
ment record for him? 

No 



4. If you had entered and saved an origination record for George Jones’, but had not exported 
it yet, would EDExpress allow you to enter and save a disbursement record for him? 

Vies 

5. Assume today is 08/30/2000. Would EDExpress allow you to enter and save disbursement 
records with a disbursement date of 10/05/2000? 

No 
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Scenario 

Your boss wants you to send the disbursement records you’ve created this morning. He also 
wants to know the sum of the disbursement amounts submitted. 

Instructions 

1 . Export the disbursement records that you created this morning and print a batch activity list. 
Use the instructions below if necessary. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Click the export icon. 


2 


Click the Pell tab. 


3 


Select Disbursement Data - RFMS. 


4 


Click OK. 


5 


Note the name of the file that was created. Click OK to continue. 


6 


Click OK. 


7 


Click the print icon. 


8 


Click the Pell tab. 


9 


Select List - Batch Activity. 


10 


Click Screen. 


11 


Click OK. 


12 


Review the report. Click the Close button. 
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1 . What was the name of the file that you created? 
PGDR01IN.DAT 



2. How many disbursement records are in the file? 

4 



3. Has the file been transmitted to the RFMS yet? 

No 



4. What is the sum of the disbursement amounts submitted in the file? 

$5687.50 



5. What was the date and time that the file was exported? 

Answers will vary. The date and the time that the file was exported is 
shown in the last ten characters of the Batch ID. The Batch ID is printed 
on the Batch Activity List. 
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Scenario 

You receive a file of acknowledgement records from the RFMS. You need to import them into 
EDExpress. Plus, your boss has asked you for a listing of all disbursement records in the 
database that have a verification status of W for “without documentation.” 



Instructions 

1. Import the acknowledgement records and print a list of disbursement records using the 
appropriate selection criterion. Use the instructions below if necessary. 

2. Answer the questions at the end of the exercise. 



Step 


Action 


1 


Click the import icon. 


2 


Click the Pell tab. 


3 


Select Disbursement Acknowledgement - RFMS. 


4 


Click File. 


5 


Select PGDAOIOP.OOI. 


6 


Click Open. 


7 


Click Screen then OK. 


8 


Review the Edit report and click the Close button. 


9 


Click the printer icon. 


10 


Click the Pell tab. 


11 


Select Disbursement List. 


12 


Click Screen. 


13 


Click Selection Criteria. 


14 


Click the ellipsis button. 


15 


Select Verification Status Code and click OK. 


16 


Click OK again. 


17 


Select W as the field value and click OK. 


18 


Click Close, then OK. 


19 


Click OK to continue. 




# 
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1 . How many acknowledgment records did you import? 

4 

2 . Were any of the imported records rejected by RFMS? 

No 

3. How many disbursement records on your database have a W verification code? 

0 
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Instructions 

Complete the following true/false quiz to review what you have learned about special disburse- 
ment. 



True or False 

T Schools who are not on either Reimbursement or Cash Monitoring funding methods 
can choose to use special disbursement records. 

T You can send a special disbursement record to the RFMS at the same time as an 
origination record. 

T Special disbursement records are batched and transmitted in a message class 
separate from regular disbursement records. 

F EDExpress allows you to enter a special disbursement record without first entering 
and saving an origination record. 
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True or False 



T The ESOA summarizes your institution’s Pell disbursement authorization in 

comparison to the amount your institution has spent to date. 

T Schools can use the Export function of EDExpress to create a data request file. 

F RFMS stores the student’s name and prints it on the MRR record. 

F Transfer records are created manually and stored on the EDExpress database. 

F A “blocked” institution can pay a student the full amount reported on the disburse- 

ment record. 



Instructions 

Answer the following questions: 

1 . List the two steps involved in reviewing the ESOA Report: 

1. Import the file. 

2. Print the ESOA. 

2. RFMS uses the MRR to automatically notify institutions reporting for the same student in 
what two situations? 

1. Concurrent enrollment 

2. Potential overpayment 

3. Can a request for MRR data be made manually? 

Yes 
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4. The ESOA includes both su mmary and 



detail 



data. 



5. What is the message class for Multiple Reporting Records? 
PGMR010P 



6. What are the three types of requests available in a Data Request that the school initiates? 

ESOA 

Year-to-date 

Multiple Reporting Record (MRR) 
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Unit 6 Exercise 

Scenario 

When you arrive at work you find an email from your boss asking you to: 

■ Import ISIRs just received from the network (you had been expecting to do this anyway 
since this is part of your daily routine) 

■ Expedite the processing of a new student - Brendan Barley - who has just recently 
submitted his FAFSA. 

■ Meet with her at the end of the day to answer several questions. 

Instructions 

Complete the activities listed below, and then answer your boss’ questions. 

1. Import ISIRs received from the CPS (use SARAOlOP.OOl). 

2. Import all ISIRs in App Express into the Pell module that have a Pell eligible EFC (from 0 
through 3100). 

3. Create an origination record for Brendan Barley. Change his enrollment start date to 1/12/ 
2001 and provide an award for the full year of $2,250. 

4. Create an export file. 

5. Import the acknowledgement file (use PGOAOlOP.OOl). 

6. Make an MRR request for Brendan Barley’s disbursement records only. 

7. Import the MRR (PGMR0 1 OP.OO 1 ). 

8. Run reports to answer your boss’ questions. 
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Your Boss’ Questions 

How many ISIR records did you import into App Express? 

50 



How many records did you import into the Pell module? 

39 



Was Brendan Barley selected for verification? 

No 



Have any other schools reported making payments to Brendan? If so, which one(s)? 

Yes, CC Technical Institute 



Can you go ahead and disburse $1, 125 to Brendan for the spring term? 

Ves 



How many students on your organization database have a C code on their ISIR? 

0 



What is the total amount of disbursements that RFMS has accepted so far? 

$5687.50 
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